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INTRODUCTION 


1.  PURPOSE.  The  purpose  of  this  Personnel  and  Pay  Services 
Division  (PPSD)  User  Manual  Is  to  provide  the  concept  of 
operations  and  procedures  required  for  the  commander  and  his 
staff  to  organize  and  operate  ^element  that  consolidates 
personnel  and  pay  functions  In  an  effective  manner.  More 
specifically,  this  manual  provides: 


Organizational  structure  and  functional  responsibilities 
withiti  a PPSD  environment 

^ Operating  procedures  for  a PPSD  at  tlie  Ani\y  division. 

Installation  and  corps  level  In  support  of  Project  COPPER 
(Consolidation  of  Military  Pay  and  Personnel  Functions^ 

A basis  for  the  development  of  revisions  to  existing 
regulatory  and  guidance  docments.  ^ 

^UPE.  This  user  manual  applies  only  to  thr-PPSD.  When 
confl let  of  direction  exists  between  content  of  this  user  manual 
and  Army  directives,  the  contents  of  this  manual  will  take  prece- 
dence. Actions,  reports,  and  controls  currently  prescribed  oy 
existing  directives  but  not  specifically  addressed  within  this 
manual  will  continue  to  be  performed  and/or  submitted  as  pre- 
scribed In  the  governing  directive.  It  Is  emphasized  that  this 
user  manual  Is  designed  to  address  only  those  areas  of  military 
pay  and  personnel  where  consolidation  of  the  two  functions 
resulted  In  changes  or  modification  to  existing  methods  of 
operation. 


3.  CONTENTS.  The  user  manual  Is  published  In  four  parts 
organized  as  follows: 


a.  Part  I - CONCEPT  OF  OPERATIONS.  This  part  Identifies  the 
organizational  structure,  functional  responsibilities,  and  per- 
sonnel staffing  of  PPSUs  established  for  a division,  a COSCOM, 
and  an  Installation. 
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b.  Hart  II  - STANDING  OPERATING  PROCEDURES.  This  part 
contains  various  SOPs  that  identify  the  controls  established  over 
records  and  tranactions  and  the  flow  of  those  records  and  trans- 
actions within  a PPSD.  These  SOPs  do  not  identify  how  personnel 
and  finance  documents  are  prepared.  Preparation  of  those  docu- 
ments are  not  changed  by  the  consolidation  of  personnel  and  pay 
functions. 

c.  Part  III  - MANAGER'S  HANDBOOK.  This  part  identifies 
those  aspects  of  management  that  are  unique  to  a PPSD  and  will 
assist  with  the  daily  control  of  transactions  and  documents. 

d.  Part  IV  - CONVERSION  GUIDE.  This  part  of  the  user  manual 
describes  actions  required  to  convert  military  personnel  offices 
and  military  pay  elements  to  a consolidated  configuration. 

4.  BACKGROUND.  In  early  1972,  the  Chief  of  Staff,  Ani\y  approved 
a Oepartnient  of  t\\e  Army,  Deputy  Chief  of  Staff  for  Personnel  (DA 
UCSPER)  recommendation  that  an  overall  study  be  made  of  the  Arny 
Personnel  Services  Support  System  (PS3).  The  resultant  PS3  study 
(under  MG  Sparrow)  included  as  one  of  its  recommendations  that 
the  Army  move  toward  the  integration  of  military  pay  and  military 
personnel  functions  ano  recognized  standardized  one-stop  adminis- 
tration and  pay  services  for  the  soldier  as  a highly  desirable 
objective.  In  April  1974,  the  DA  DCSPER  proposed  that  the  over- 
all concept  of  tlie  functions  integration  be  approved  ano  that  the 
Commander,  Training  and  Doctrine  Command  (TRAIIOC),  develop  the 
necessary  merger  plans.  In  May  1974,  Commander,  Administration 
Center  (ADfilNCEN),  concurred  and  proposed  to  TRADOC  and  DA  DCSPER 
that  the  study  group  (with  AOMInCEN  providing  the  nucleus) 
include  members  of  interested  DA  elements.  Pertinent  DA  staff 
officers  approved  the  overall  concept  of  the  functions  integra- 
tion and  the  tasking  directive  was  published  on  4 September  1974. 
Supplemental  guidance  was  issued  on  13  January  1977,  by  the  Vice 
Chief  of  Staff,  Army. 

5.  OBJECTIVES.  The  organization  of  the  PPSD  is  designed  to 
accomplish  the  following  objectives: 

a.  Provide  for  one-stop  military  personnel  and  pay  services 
to  the  soldier. 

b.  Improve  the  personnel  and  pay  services  to  the  individual 
soldier. 
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c.  Provide  sufficient  management  Information  to  the 
commander  to  enable  him  to  effectively  manage  his  personnel. 

d.  Serve  as  an  Instrument  for  Implementing  the 
SIDPERS/JUMPS-Army  Interface  program. 

e.  Improve  the  accuracy  of  personnel  and  pay  data. 

6.  GENERAL.  The  PPSU  provides  a means  for  the  commander  and  his 
staff  to  execute  their  personnel  and  pay  support  responsibili- 
ties; however,  as  In  any  system,  the  commander  and  staff  must 
perform  their  roles  In  providing  Information  In  a timely  and 
accurate  manner. 

a.  Concepts  pertaining  to  the  PPSD  currently  apply  only  to 
the  active  Army. 

b.  The  PPSD  can  operate  during  normal  and  contingency 
operations. 

c.  Necessary  orders  will  be  published  appointing  a commis- 
sioned officer  as  Chief,  PPSD  (para  2-6,  AR  37-103  and  para  2-6, 
AR  340-15  apply). 

7.  EXPLANATION  OF  TERMS.  AR  310-25  and  AR  310-50  explain  some 
of  the  military  terms,  acronyms,  and  abbreviations  used  In  this 
manual.  Explanations  of  terms,  acronyms,  and  abbreviations  not 
listed  In  the  above  referenced  regulations  are  Included  In 
Appendix  A - GLOSSARY.  The  words  "he"  and  "his"  are  Intended  to 
Include  the  masculine  and  feminine  genders.  Exceptions  to  this 
use  of  the  words  "he"  or  "his"  will  be  so  noted. 

8.  RECOMMENDED  CHANGES  AND  COMMENTS.  Users  of  this  manual  are 
encouraged  to  submit  recommended  changes  and  comments  to  Improve 
the  publication.  Comments  shou14  be  keyed  to  the  specific  page, 
paragraph,  and  line  of  the  text  In  which  the  change  Is  recommend- 
ed. Reasons  should  be  provided  for  each  comment  to  Insure  under- 
standing and  complete  evaluation.  Comments  should  be  prepared  on 
DA  Form  2028  (Recommended  Changes  to  Publications)  and  forwarded 
directly  to  Commander,  ADMINCEN,  ATTN:  ATZI-CD-C,  Fort  Benjamin 
Harrison,  Indiana  46216. 
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GENERAL  ORGANIZATION  AND  RESPONSIBILITIES 


1-1.  GENERAL:  The  Personnel  and  Pay  Services  Division  (PPSD) 
has  three  organizational  structure  designs:  Arn\y  Division  (TOE); 
area  support  (TOE)  for  troops/units  within  a Corps,  Anqy,  or 
Theater  area;  and  Installation  (TOA). 

A.  Each  PPSD  Is  designed  to  employ  the  Forward  Area 
Support  Team  (FAST)  concept,  when  appropriate. 

B.  Each  PPSD  will  continue  to  perform  those  personnel  and 
pay  functions  that  there  Is  no  direct  Impact  as  a result  of  the 
consolidation  of  pay  and  personnel.  In  the  same  manner  as  those 
functions  were  performed  previously  (e.g.,  processing  local 
pay,  request  for  attendance  at  DCS). 

1-2.  PPSD  WITHOUT  DATA  REDUCTION  CAPABILITY:  Usually  the 
Installation  level  (TDA)  PPSD  {s  assigned  a data  base  management 
and  a data  reduction  capability.  The  following  applies  when  that 
capability  Is  not  organic  to  a PPSD: 

A.  The  PPSD  (-)  will  be  satelllteo  on  a PPSD  with  data 
base  manageriient  and  data  reduction  responsibility. 

B.  The  PPSD  (-)  will  process  docunents  and  data  using 
routine  procedures  through  all  steps  up  to  and  Including  the 
editing  function  performed  In  the  Systems Quality  Interface  Branch 
(SQIB).  At  that  point,  the  following  actions  will  take  place: 

1.  SIDPERS  Input  will  be  returned  to  the  Document 
Control  and  Records  Branch  (DCRB)  for  dispatch  to  the  supporting 
PPSD. 


2.  Substantiating  documents  will  be  retained  by  the 
DCRB  for  routine  forwarding  to  United  States  Arnty  Finance  and 

Accounting  Center  (USAFAC).  1 

3.  DCRB  will  maintain  a suspense  file  for  SIDPERS  \ 

Input  dispatched  to  the  supporting  PPSD  pending  receipt  of  | 

transmission  record  from  that  PPSD. 
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4.  The  SQIB  will  be  augmented  with  keypunch  operators 
to  fully  process  JUMPS  only  transactions. 

1-3.  PPSD  SUPPORTING  OTHER  THAN  (iARRlSOh  OPERATIONS:  When  the 
PPSD  Is  tasked  to  provide  support  for  a reception  station,  train- 
ing center,  personnel  control  facility.  Reserve  or  National  Guard 
unit,  a separate  branch/ section  will  be  established  In  the  PPSD 
for  this  support  and  should  be  staffed  lAU  applicable  DA  staffing 
guide  tables. 

1-4.  ACTIVATION  OF  A PPSD; 

A.  A PPSD  will  be  activated  only  with  advance  approval  of 
Headquarters,  Department  of  tte  Anqy.  Requests  for  activation  of 
a PPSD  will  be  submitted  through  command  channels  to  the  DA 
proponent. 

B.  A PPSD  organized  during  or  after  the  proliferation  of 
COPPER  concepts  must  be  responsible  for  and  roust  maintain  the 
personnel  and  the  pay  record  of  each  Individual  supported.  This 
policy  ranalns  In  effect  regardless  of  the  number  of  units  subse- 
quently supported  as  tenant  or  satellited  units. 

C.  The  Installation  Finance  and  Accounting  Officer  (FAD) 
serves  as  accountable  disbursing  officer  (ADO)  to  a PPSD  organ- 
ized from  a TDA.  The  FAO  provides  disbursing  support  by 
physically  locating  cashiers  within  the  Customer  Service  Branch 
(CSB)  of  that  PPSD.  The  FAO  may  physically  locate  cashiers  with- 
in two  or  more  CSBs  or  a Class  B agent  may  be  appointed  when  con- 
ditions warrant  organization  of  more  than  one  PPSD  having  a large 
volume  of  payments  of  a specialized  nature  (such  as  at  a separa- 
tion center).  A Class  B agent  may  also  be  appointed  when  a PPSD 
Is  organized  to  support  an  Installation  or  activity  that  does  not 
warrant  a FAO. 

D.  Figure  1-1  shows  how  functions  assigned  to  current 
finance  sections  and  to  a Personnel  Services  Division  (PSD)  of  an 
AG  Company  are  transferred  to  form  a PPSD  organized  to  support  an 
Anny  division.  A simlllar  transfer  of  functions  occurs  when  an 
Installation  PPSD  Is  organized. 
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A.  It  Is  desirable  for  each  PHSO  formed  from  a TOE  to 
maintain  its  organizational  integrity  while  in  garrison  and  to 
pattern  its  operations  after  those  conducted  in  the  field.  This 
concept  minimizes  disruption  and  insures  continuity  of  action 
upon  deployment.  However,  funding  and  personnel  restrictions  may 
necessitate  that  category  I,  II,  and  III  units  be  satellited 
while  in  garrison  upon  a TDA  organized  PPSD.  Satelliting  of  a TOE 
unit  on  TDA  organized  PPSD  does  not  change  the  command  channels 
of  the  PPSD.  Support  provided  to  the  satellite  TOE  unit  will  be 
agreed  on  by  the  affected  commands. 

B.  A commander  of  a TOE  unit  with  a PPSD  that  is  activated 
but  unfilled  will  receive  personnel  and/or  equipment  direction 
when  that  PPSD  is  organized. 

C.  A commander  of  a TOE  unit  with  an  activated  PPSD  that 
is  consolidated  with  a TDA  organized  PPSD  will  maintain  unit 
records  identifying  personnel  and/or  equipment  assigned  to  the 
consolidated  PPSD.  That  chapter  or  annex  of  the  tactical  SOP 
pertaining  to  personnel  and  pay  functions  will  be  augmented  to 
identify  procedures  for  reassignment  and  control  of  the  activated 
PPSD  upon  deployment.  The  tactical  SOP  will  continue  to  reflect 
operational  concepts,  reports,  functions,  and  loading  plans 
(dependent  upon  policy)  of  the  activated  PPSD. 

1-6.  RESPONSIBILITIES  OF  FIELD  ELEMENTS  INPUTINU  TO  THE  PPSD; 

A.  General  Responsibilities  of  Originator.  These 
responsibilities  include  prc»npt  and  accurate  submission  of 
data/ documents  and  the  prcxnpt  resolution  of  errors. 

b.  Specific  Responsibilities  of  Originator.  These 
responsibilities  include: 

1.  Unit  commanders.  Responsible  for  the  personnel 
management  functions  of  their  commands  as  directed  by  higher 
level  authority  and  for  preparation  of  informal  personnel  and  pay 
input  to  the  Personnel  Administration  Center  (PAC)  and  PPSD. 
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2.  First  Sergeants.  The  first  sergeant  (ISti) 
conducts  the  Initial  Interview  with  service  members  requesting 
personnel  and  pay  assistance  and  determines  tie  level  that  a 
particular  action  should  be  directed.  The  ISti's  are  required  to 
be  familiar  In  personnel  and  pay  matters  as  pertains  to  unit 
level  operations.  For  actions  out  of  his  realm  of  responsibility 
or  In  difficult  cases,  the  ISG  will  seek  the  assistance  of  the 
servicing  PAC  or  PPSO. 

3.  PAC.  The  PAC  Is  responsible  for  accepting  Informal 
personnel  and  pay  Input  from  the  unit  and  converting  that  Input 
Into  formal  documentation  to  be  routed  to  the  PPSD.  The  PSNCO 
and  other  members  of  the  PAC  will  provide,  based  upon  available 
documents,  personnel  and  pay  advice  to  the  unit  and  will  provide 
liaison  between  the  unit  and  the  PPSO. 
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CHAPTER  2 

MANAGEMEMT  OF  PPSD  PERFORMANCE 


2-1.  GENERAL: 

A.  The  C,  PPSD  and  subordinate  supervisors  will  achieve  a 
successful  PPSD  operation  only  if  there  is  a means  for  analyzing 
accompi ishnents,  backlogs,  and  potential  problem  areas.  Comman- 
der involvement,  continuoustraining,  and  direct  supervision  are 
Ingredients  required  for  a successful  PPSD  operation.  One  of  the 
most  effective  tools  for  managing  workload  is  ttie  Daily  Activity 
Report  (DAR). 

B.  The  concept  of  workload  management  begins  with  prepara- 
tion of  Input  to  the  DAR  by  each  section  supervisor.  This  input  I 

is  used  by  the  pertinent  branch  chief  in  preparation  of  the 

branch  reports  that  are  handcarried  to  the  Quality  Assurance  Sec-  I 

tion  (QAS)  for  consolidation  into  one  PPSD  Daily  Activity  Summary 
Report.  The  QAS  will  attach  branch  reports  to  the  consolidated 
PPSD  report. 

C.  Each  report  is  designed  to  furnish  the  branch  chief  and 
C,  PPSD  with  pertinent  information  needed  to  manage  the  transac- 
tion oriented  COPPER  system.  The  reports  contain  both  work  count 
data  and  manhour  data.  The  daily  work  count  data  is  broken  out 
to  show  beginning  balance,  workload  received,  amount  processed, 
and  the  ending  balance. 

D.  Similiar  items  identified  on  each  DAR  must  be  counted 
at  the  same  time  to  permit  preparation  of  the  PPSD  sunmary  report 
by  the  QAS.  However,  there  is  no  intent  to  prohibit  each  branch 
chief  from  gathering  additional  data  that  will  assist  him  in 
Isolating  problem  areas  and  improving  the  management  of  his 
branch. 

E.  Data  reported  at  the  section  level  are  readily 
available  within  the  required  control  logs  and  suspense  files 
required  by  this  user  manual. 
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F.  The  C,  PPSO,  will  establish  a cutoff  time  that  permits 
submission  of  all  reports  and  the  PPSO  simmary  to  him  NLT  one 
hour  before  close  of  business.  The  primary  purpose  of  the 
reports  Is  to  permit  the  managers  at  each  level  of  operation  to 
make  knowledgeable  and  timely  decisions  affecting  the  next  d^'s 
operations.  Therefore,  to  be  useful,  each  report  must  Identify 
the  workload  status  at  the  beginning  of  the  next  workday.  It  Is 
essential  that: 

1.  Each  section  and  branch  must  cutoff  at  the  same 
time  to  Insure  that  the  reports  are  compatible  and  reliable  for 
analysis.  Cutoff  must  be  sufficiently  prior  to  dally  staff 
meetings  to  allow  for  analysis  of  data  by  the  branch  chiefs. 

2.  All  completed  work  will  be  transferred  before  the 
cutoff  time  to  the  next  subelement  In  the  processing  cycle. 

3.  The  C,  PPSO,  will  schedule  a dally  staff  meeting  at 
a time  that  will  permit  an  analysis  of  each  subelement's  opera- 
tions before  the  close  of  business.  Each  analysis  must  contri- 
bute to  decisions  relative  to  the  next  day's  operation.  The 
analysis  must  be  sufficiently  complete  to  Isolate  problem  areas. 
Identify  production  capabilities,  permit  establishment  of  priori- 
ties, and  shift  personnel/pay  specialists  to  eliminate  bottle- 
necks. The  mobility  concept  used  In  JUMPS  will  be  continued  In 
each  PPSO. 

2-2.  DAILY  ACTIVITY  REPORTS  - GENERAL  COMMENTS: 

A.  Each  branch  chief  is  responsible  for  completing  and 
analyzing  the  OAR  developed  specifically  for  his  branch. 

B.  Each  OAR  1s  constructed  to  permit  easy  consolidation  of 
data  into  one  PPSO  Dally  Activity  Summary  Report.  The  report 
contains  the  following  Identical  columnar  headings  which  are 
completed  as  follows: 

1.  On  Hand  Begin  (OHB)  - data  Inserted  Is  copied  from 
the  On  Hand  End  (OHE)  of  the  previous  report. 

2.  REC  - the  total  nunber  of  documents/ records, 
loentlfled  to  each  category,  received  since  the  previous  report. 


3.  PROC  - the  total  nunber  of  documents/ records, 
Identlfieo  to  each  category,  processed  since  the  previous  report. 

4.  On  Hand  End  (ONE)  - the  total  number  of  documents/- 
records.  Identified  to  each  category  that  must  be  processed  on  a 
subsequent  day.  The  OHB  plus  the  received  minus  the  processed 
equals  the  OHE  (OHB  + REC  - PROC  » OHE). 

b.  Strength. 

a.  AUTH  - Identify  the  assigned  strength  to  the 
organizational  level  required  for  meaningful  analysis. 

b.  DUTY  - Identify  the  present  for  duty  strength 
as  of  start  of  this  d^'s  business.  Identification  will  be  to 
the  same  level  shown  In  paragraph  5a  above. 

6.  Total  Hours  - these  manhours  represent  the  time 
expended  by  all  members  assigned,  attached  or  detailed  without 
regard  to  position  (e.g.,  supervisor,  direct  worker  or  Indirect 
worker) . 

^ a.  PROD  7 Identify  the  total  productive  manhours 

(supervisors.  Indirect  workers,  and  direct  workers  expended. 

b.  NON-P  - Insert  the  total  non-productive  raan- 
} hours  (supervisors.  Indirect  workers,  and  direct  workers)  that 

' are  chargeable  to  leave  or  to  duty  In  the  areas  outside  the  PPSD. 

C.  Aging  of  the  workload  Is  a direct  responsibility  of 
each  supervisor  in  the  chain  of  command.  The  workload  with  one 
exception  will  be  processed  on  a first-ln/first-out  basis.  That 
* exception  represents  workload  identified  by  supervisory  personnel 

as  requiring  expeditious  handling.  The  C,  PPSD  may  Identify 
certain  actions  that  will  continually  require  expeditious  proces- 
sing. In  some  instances,  aging  Is  Implied  In  preparation  of  the 
DAR.  Two  examples  are  entries  to  record  the  status  of  DJUOLs  and 
the  status  of  block  tickets  (BT). 

f 
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2-3.  DAILY  ACTIVITY  REPORT  - DCRB  (Appendix  E). 

A.  The  DCRB  is  subdivided  into  three  sections  - Distribu- 
tion, Control,  and  Records  Filing.  Each  section  chief  will 
provide  input  for  that  portion  of  this  DAR  that  pertains  to  his 
section. 

1.  Distribution  Section  and  Control  Section.  Each 
column  is  outlined  in  paragraph  2-2B,  above.  Entries  to  each 
column  will  be  generated  by  a physical  inventory  by  category  of 
documents  received,  processed,  and  on-hand  end  of  the  work  day* 
The  remarks  part  of  the  DAR  will  be  used  to  identify  documents 
not  processed  within  one  day  after  receipt. 

2.  Records  Filing  Section  (RFS).  Completion  of  each 
column  is  outlined  in  2-2B,  above.  Entries  in  each  column  will 
be  generated  by  a physical  inventory  by  category  of  documents 
received,  processed,  and  on-hand  at  the  end  of  the  work  day. 
Entries  for  categories  '>PRd  Filed/Pul  led”  and  "PFR  Fi led/Pul led" 
represent  records  to  be  filed  and  records  to  be  pulled. 

B.  The  following  indicate  specific  instructions  for 
completion  of  the  DCRB  DAR: 

1.  Distribution  Section: 

a.  Other  Transmittal  Letters  (e.g.,  from  Housing, 
Laundry,  Post  Exchange)  are  accounted  for  on  the  Other  Transmit- 
tal Letter  Log.  Column  completion  is  outlined  in  paragraph  2-2B 
above,  with  the  column  "PROC"  referring  to  those  transmittal 
letters  from  which  all  documents  have  been  distributed. 


b.  Deficiency  Letters  (DL)  are  accounted  for  on 
the  Other  Transmittal  Control  Log.  Column  completion  is  outlined 
in  paragraph  2-2B,  above.  "REC"  refers  to  those  DLs  prepared  and 
forwarded  to  the  unit/PAC  by  tlje  Distribution  Section  and  "PROC" 
refers  to  those  DLs  returned  lAW  established  suspenses. 
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c.  The  word  “documents"  applies  to  the  accounting 
of  all  separate  documents  received  and  forwarded  to  the  Control 
Section,  with  the  indicated  classification  as  "ACTION"  docunents 
or  "FILE  ONLY"  documents.  Column  completion  is  outlined  in 
paragraph  2-2B  above,  with  "PROC"  referring  to  those  documents 
actually  accepted/ received  by  the  Control  Section. 

2.  Control  Section: 

a.  "RECORDS"  with  subcategories  "M'RJ"  and  "PFR", 
refers  to  the  total  nunber  of  records  received  and  processed  by 
the  Control  Section.  Column  completion  is  outlined  in  paragraph 
2-2B,  above.  "REC"  refers  to  all  records  obtained  from  the 
Records  Filing  Section  and  all  records  returned/forwarded  from 
other  PPSO  branches.  This  information  is  available  on  the  BT 
Control  Log  maintained  by  the  DCRB.  "PROC"  refers  to  all  records 
blocked  and  released  to  other  PPSO  branci)es  and  to  all  records 
returned  to  the  Records  Filing  Section. 

b.  "DOCUMENTS"  refers  to  all  documents  received 
and  processed  by  the  Control  Section.  Column  completion  is 
outlined  in  paragraph  2-28  above.  The  documents  will  be  subcate- 
gorized into  "file"  and  "action"  documents,  with  further  subcate- 
gorization as  indicated  for  all  action  documents.  "PROC"  for  file 
documents  refers  to  those  documents  actually  forwarded  to  the 
Records  Filing  Section  and  "PROC"  for  action  documents  refers  to 
those  blocked  and  released  to  other  PPSO  branches. 

c.  "RECYCLE  ACT  DOCS"  beginning  balance  is 
determined  by  an  actual  physical  counting  of  documents  in  the 
recycle  file.  "REC"  refers  to  those  documents  placed  in  the 
recycle  file  and  "PROC"  refers  to  those  documents  removed  fr-vn 
the  file  and  reblocked. 

d.  "LOANED  RECORDS"  refers  to  all  records  loaned 
outside  tlie  PPSD.  "REC"  will  be  requests  received;  "PROC",  will 
be  requests  processed.  On  hand  balances  are  determined  as 
Indicated  in  paragraph  2-2B,  above. 

3.  Records  Filing  Section: 

a.  "RECORDS"  refers  to  all  records  filed  and 
pulled,  with  on  hand  balances  determined  as  indicated  in  the 
paragraph  2-2B,  above.  "REC"  refers  to  those  records  obtained 
from  the  Control  Section  and  "PROC"  refers  to  those  filed  and 
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pulled  as  required. 


b.  "FILE  ONLY  DOCS"  refers  to  the  actual  physical 
count  of  file  documents  received  and  processed.  "PROC"  is  those 
documents  appropriately  filed  in  the  respective  records,  with  on 
hand  balances  determined  as  indicated  in  the  paragraph  2-2B, 
above. 


c.  "RECYCLE  FILE  DOCS"  balances, and  work  received 
and  processed, are  determined  in  a manner  similiar  to  that  used 
for  recycle  action  documents. 


f d.  The  accounting  process  for  "LOCATOR"  is  accom- 

f plished  by  a physical  count  of  documents/ cards  received  and 

I processed. 


f 


e.  "LES  FILING"  refers  to  the  physical  counting  of 
LESS  with  "PROC"  referring  to  those  LESs  actually  filed  in  their 
respective  records. 

4.  BLOCK  TICKETS  (Aging  by  Days).  This  portion  is 
used  to  show  aging  by  low  and  high  number  BT.  Low  Number  BTsare 
to  be  completely  processed  in  five  work  days.  Suspense  for  High 
Number  BTs  is  determined  based  on  category  by  the  C,  PPSD. 

2-4.  DAILY  ACTIVITY  REPORT  - PMB  (Appendix  E);  Because  of  the 
similiarity  in  accounting  for  records  and  documents,  the  PMB  DAR 
is  prepared  as  outlined  in  paragraph  2-2B,  above.  Other  entries 
on  the  report  which  are  unique  to  the  PMB  will  be  obtained  from 
physical  counting. 

2-5.  DAILY  ACTIVITY  REPORT  - PPTB  (Appendix  E): 

A.  A PPTB  may  be  organized  into  teams.  When  teams  are 
formed  they  will  normally  perform  identical  tasks  and  the  team 
chiefs  will  submit  input  for  the  DAR  prepared  by  the  Chief,  PPTB. 

B.  All  other  data  will  be  collected  in  a manner  similiar 
to  that  described  in  paragraph  2-2B,  above. 

2-6.  DAILY  ACTIVITY  REPORT  - AAB  (Appendix  E);  This  DAR  is 
prepared  in  the  same  manner  as  outlined  in  paragraph  2-2B,  above. 
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2-7.  DAILY  ACTIVITY  REPORT  - SQIB  (Appendix  E): 

A.  This  branch  1s  subdivided  Into  the  following  sections: 
Transaction  Edit,  Audit,  Input/Output  Control,  and  Data  Base 
Management.  The  section  chiefs  are  responsible  for  preparation  of 
Input  into  that  portion  of  the  SQIB  DAR  that  pertains  to  their 
Individual  section. 

B.  Status  of  Error  Trans  - Each  line  entry  on  error  list- 
ing (DJUOL,  JMCOL,  PTRO  and  UPAN)  that  Is  on  hand,  received,  or 
processed  during  the  day  will  be  shown  on  a separate  line.  Each 
listing  will  be  Identified  by  the  date  of  the  listing,  the  date 
the  listing  was  received,  the  total  number  of  open  transactions 
processed,  and  the  percent  completed. 

C.  The  Input/Output  Control  Section  will  prepare  the 
SIDPERS  Cycle  Report  (Appendix  E)  for  each  SIDPERS  cycle 
processed.  This  report  will  be  attached  and  submitted  with  SQIB 
DAR  to  the  QAS. 

D.  Entries  for  the  SQIB  DAR  will  be  developed  using  the 
Instructions  In  paragraph  2-2B,  above. 

2-8.  DAILY  ACTIVITY  REPORT  - CSB  (Appendix  E); 

A.  This  branch  Is  composed  of  three  sections  - Inquiry, 
In/Out  Processing,  and  Travel.  Column  completion  In  paragraph  2- 
2B,  above.  The  following  Indicates  specific  Instructions  for 
completion  of  the  CSB  DAR: 

1.  "RECORDS"  refers  to  the  total  number  of  records 
received  and  processed  by  the  CSB.  "REC"  refers  to  the  total 
number  of  records  received  vla'BT  and  from  Inprocessing  personnel 
and  "PROC"  refers  to  those  records  forwarded/logged  out  to  other 
PPSD  branches  and  to  those  records  actually  released  to  Individ- 
uals/agencies through  the  Outprocessing  Section. 

2.  "ACTIONS"  refers  to  all  actions  received  by  and/or 
Initiated/generated  by  the  CSB,  and  will  correspond  with  BT 
entries;  subcategorization  of  actions  will  be  accomplished  as 
Indicated.  "PROC"  refers  to  those  forwarded/released  via  BT  to 
other  PPSD  branches. 

3.  "ARV  PCS"  refers  to  the  preparation  of  manual  DA 
Form  3684  JUMPS  Arrive  PCS  transactions. 
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4.  "TOR"  refers  to  those  Transfer  Data  Records 
compiled  by  the  Inprocessing  Section. 

5.  Inprocessing  entries  are  correlated  with  records 
accountability.  "REC"  refers  to  those  records  received  from 
inprocessing  personnel.  "PRX"  refers  to  all  records  actually 
released  to  individuals/ agencies. 

6.  Outprocessing  entries  are  correlated  with  records 
accountability.  “REC"  refers  to  all  records  received  from 
outprocessing.  "PROC"  refers  to  all  records  actually  released  to 
individual s/ agencies. 

B.  All  otiier  entries  are  accomplished  by  physical 
accountability.  Document  preparation  data  Is  collected  from  all 
personnel  assigned  to  the  CSB. 

2-9.  DAILY  ACTIVITY  SUMMARY  REPORT  - (Appendix  E);  Each  branch 
will  handcarry  its  DAR  to  QAS  at  a time  prescribed  by  the  C, 

PPSO.  The  QAS  is  responsible  for  preparing  the  Summary  Report 
and  for  attaching  all  branch  reports  to  this  siwmary.  The  C, 
PPSO,  can  identify  fluctuations  in  backlogs  and  possible  future 
problem  areas  by  comparing  the  current  DAR  to  prior  reports. 

Each  report  serves  primarily  as  an  indicator  which  should  prompt 
more  detailed  discussion  with  the  branch  chief  before  responsive 
management  decisions  are  made. 
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CHAPTER  3 

PERSONNEL  AND  PAY  SERVICES  DIVISION 


ARMY  DIVISION 


3-1.  WSSION;  A PPSO,  Administration  Company  (ADMINCO),  Is 
established  for  each  Anry  division  to  provide  military  personnel 
and  pay  staff  support  to  the  division  coamander  and  his  staff 
and  to  provide  direct  personnel  and  pay  services  for  all  person- 
nel assigned  or  attached. 

3-2.  ADMINISTRATION  COMPANY;^ 

A.  Organization.  The  PPSO  Is  organized  as  an  organic  part 
of  the  ADMINCO  (Fig  3-1),  Division  Support  Command  (DISCOM).  A 
TOE  has  not  been  approved  for  the  ADMINCO  or  for  the  PPSD. 

Chapter  6,  this  manual, contains  personnel  staffing  guidance 
prepared  In  a modified  TOE,  format  that  can  be  used  to  Identify 
the  distribution  of  personnel  spaces  Mithin  a PPSD,  ADMINCO. 

B.  Organizational  Concepts. 

1.  General.  The  ADMINCO,  DISCOM  serves  as  a carrier 
unit  to  provide  administrative  and  logistical  support  to  the  PPSD 
and  to  those  units  reporting  to  the  Office  of  the  AG.  The 
ADMINCO  Is  organized  so  that  the  C,  PPSD,  may  devote  his  primary 
energy  to  providing  technical  advice  to  the  division  and  directly 
supervising  the  consolidated  personnel  and  pay  operations. 

2.  Command  and  Control. 

a.  The  ADMINCO  commander  exercises  command  author- 
ity over  the  enlisted  personnel  assigned  or  attached  to  all 
elements  of  the  PPSO.  He  Is  responsible  for  rations,  quarters, 
and  company  management.  He  exercises  jurisdiction  for  non- 
Judlclal  punisment  under  Article  IS,  UCMJ  for  enlisted  personnel. 

b.  The  DISCOM  commander  exercises  court  martial 
and  non-judiclal  punishment  Jurisdiction  over  all  officers  and 
warrant  officers  of  the  PPSD. 

3.  Relationship  to  DISCOM.  The  ADMINCO  Is  assigned  to 
the  DISCOM  and  when  deployed  Is  normally  located  In  the  division 
rear  In  an  area  adjoining  the  facilities  occupied  by  the  Division 
Data  Center  (DDC).  The  DISCOM  commander  Is  responsible  for 
tactical,  security,  movement,  administrative,  logistical,  and 
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computer  support  of  the  PPSD.  Operational  control  of  the  PPSD  is 
exercised  by  the  division  chief  of  staff. 

4.  Support  to  Chief,  PPSD. 

a.  Training  Support: 

(1)  The  ADMIMCO  commander  is  responsible  for 
conducting  all  aspects  of  general  military  training.  The 
training  program  is  carried  out  under  the  direction  of  the  OISCOM 
commander  or  QIC,  Division  Rear.  When  the  location  of  the 
ADMINCO  permits,  the  tactical  Instruction  and  training  of  its 
personnel  in  certain  subjects  may  be  coordinated  and  consolidated 
with  that  of  otiier  organizations. 

(2)  The  ADMINCO  commander  prepares  appropriate 
training  programs,  schedules  training  periods  in  coordination 
with  the  Chief,  PPSD,  and  details  personnel  qualified  to  in- 
struct. 

(3)  The  PPSD  is  responsible  for  providing 
technical  training  to  assigned  personnel  and  pay  specialists; 
however,  tlie  ADMINCO  commander  is  responsible  for  providing 
administrative  support  for  this  training  requirement. 

b.  Logistical  Support.  The  ADMINCO  commander  is 
responsible  for  furnishing  logistical  support  to  all  elements  of 
the  PPSD.  Supplies  and  equipment  are  requisitioned  in  accordance 
with  local  supply  policies. 

(1)  Supply  Section.  The  functions  of  the 
supply  section  are  to  requisition,  receive,  store,  issue,  and 
turn-in  organizational,  individual  and  office  equipment  and 
supplies,  and  to  maintain  required  supply  records  pertaining  to 
equipment  and  supplies. 

(2)  Dining  Facility.  The  ADMINCO  commander  is 
responsible  for  the  operation  of  a unit  dining  facility.  The 
OIC,  division  Pear,  will  determine  after  coordination  with  all 
commanders  concerned  when  a consolidated  dining  facility  will  be 
operated  in  the  field. 

(3)  Transportation.  The  ADMINCO  organic 
vehicles  will  be  utilized  for  immediate  operational  needs  only. 
Additional  transportation  for  tactical  displacement  of  the  com- 
pany will  be  requested  from  the  OISCOM. 
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(4)  Maintenance.  The  ADMINCO  commander  is 
responsible  for  the  maintenance  of  organizational  equipment.  He 
is  also  responsible  for  tkie  organizational  maintenance  of  equip- 
ment used  by  the  PPSD.  He  insures  that  maintenance  instructions 
and  procedures  are  complied  with. 

c.  Administrative  support  is  tasked  to  provide 
unit  mail  service  and  inspects  personnel,  equipment  ana  billets. 

3-3.  PERSOHNEL  AND  PAY  SERVICES  DIVISION: 

A.  Organization.  The  PPSD  (Fig.  3-2)  is  organized  to 
provide  a systeiti  for  internal  control  by  separating  the  functions 
of  docment/ voucher  preparation  from  the  final  product  (record 
update  or  cash  payriient)  and  by  forming  a quality  assurance 
element  supervised  directly  by  the  C,  PPSD.  Each  subelement 
within  ttie  PPSD  is  cor.iposed  of  homogenous  functions,  thereby 
creating  a transaction  oriented  organization. 

B.  Organizational  Concepts.  The  Army  division  chief  of 
staff  supervises  and  directs  the  activities  of  tlie  C,  PPSD 
(Fig.  3-3).  The  C,  PPSD,  serves  as  a member  of  tlie  division 
special  staff  and  in  that  capacity  provides  staff  personnel  and 
finance  advice  to  the  division  coiiinander,  to  members  of  the  divi- 
sion staff,  and  to  commanders  of  assigned  or  attached  units.  The 
C,  PPSD,  Is  formally  delegated  operational  control  of  the  divi- 
sion personnel  and  finance  activities  and  provides  leadership  to 
all  personnel  and  finance  officers  assigned  to  tie  PPSD. 

3-4.  FUbCTIUNS  AND  RESPONSIBILITIES.  PPSD: 

A.  General.  The  PPSD  is  organized  in  a functional  branch 
configuration  to  provide  direct  personnel  and  pay  services  to  all 
personnel  assigned  or  attached  to  the  command.  The  PPSD  does  not 
reorganize  to  accomplish  special  or  one  time  personnel  and 
finance  direct  support  tasks. 

B.  C,  PPSD.  The  C,  PPSD  is  responsible  for  the  technical 
operations  of  the  PPSD.  He  will  direct  and  control  the  opera- 
tions of  the  PPSD  and  coordinate  with  other  supporting  elements 
of  the  division  concerning  personnel  anu  pay  operations.  The 
Chief  of  a PPSD  formed  by  a TOE  is  designated  as  the  Accountable 
Disbursing  Officer  (ADO).  He  is  further  responsible  for: 

1.  Insuring  operations  are  accompl isiied  in  an  effi- 
cient and  timely  manner. 
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FIGURE  3-2  FPSD.  FORKED  FROM  TOE 


PIGUHE  3-3,  PPSD  in  Army  Division 


2.  DIsDursements  made  to  satisfy  valid  obligations 
subject  to  laws  and  regulations  set  forth  In  the  AR  37-ser1es, 

OOD  Military  Pay  Allowances  Entitlement  Manual,  Joint  Travel  Reg- 
ulations, Army  Procurement  Procedures,  and  Comptroller  General 
Decisions.  As  ADO,  the  C,  PPSO  Is  solely  accountable  for  the 
execution  of  government  funds  disbursing,  collecting,  and  deposi- 
ting procedures.  The  authority  to  perform  certification  as  to 
accuracy  and  entitlement  may  be  delegated  In  writing  by  the  C, 
PPSD. 

3.  Exercising  supervisory  control  throughout  the  PPSD 
with  emphasis  on  problem  trends. 

4.  Preparing  contingency  plans  for  operation  of  per- 
sonnel and  pay  functions. 

5.  Assuring  that  standing  operating  procedures  (SOP) 
are  maintained  on  a current  basis.  Approval  for  changes  to  SOP 
contained  in  this  manual  will  be  made  only  by  the  DA  proponent. 

6.  Obtaining  authority  for  designated  persons  to 
autlienticate  "FOR  THE  COt^MANDER•'  I AW  AR  340-15. 

7.  Authenticating  significant  correspondence  (e.g., 
general  officer  correspondence,  congressional  Inquiries,  and  sim- 
ilar actions)  Insofar  as  It  does  not  conflict  with  his  duties  as 
ADO. 

d.  Authenticating  Letters  of  Instruction  (LOI)  and 
supplements  to  regulatory  directives. 

9.  Authenticating  disapproval  for  designated  personnel 
and  pay  actions. 

10.  Authenticating  correspondence  to  commanders  whose 
document/data  Input  are  below  prescribed  quality  standards. 

11.  Advising  on  plans,  policies,  and  procedures  of 
personnel  and  pay  support  elements  of  the  division. 

12.  Recommending  to  the  division  G1  the  allocation  of 
Individual  and  unit  replacements  and  Issuing  appropriate  Instruc- 
tions. 
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I 13.  Coordinating  with  other  supporting  elements  of  the 

I division  which  provide  support  services  (e.g.,  the  Administrative 

[ Services  Division  (ASO)  which  Issue  necessary  orders  pertaining 

' to  Individuals,  and  the  DUC  which  processes  personnel  and  pay 

transactions) . 

14.  Insuring  that  attached  personnel  receive  adequate 
personnel  and  p^y  support. 

15.  Being  constantly  alert  to  probable  changes  or 
trends  In  coraroand  strength  and  unit  composition,  geographical 
dispersion  of  division  element,  mission  assignment,  and  other 
related  factors  which  may  have  direct  Impact  upon  requirements 
for  personnel  and  pay  support. 

16.  Planning  personnel  and  administrative  programs 
and/or  projects  so  as  to  minimize  any  adverse  Impact  on  the 
training  or  tactical  mission  of  the  division. 

17.  Establishing  and  monitoring  a continuous  training 
program  for  personnel  performing  duty  within  the  PPSD. 

18.  Providing  Instructions  to  agent  officers. 

19.  Initiating  requests  for  appointments  of  deputies 
and  cashiers  and  authority  to  keep  cash  on  hand  In  accordance 
with  AR  37-1U3. 

2U.  Insuring  new  or  revised  personnel  or  pay  programs 
receive  division-wide  publicity. 

21.  Organizing,  training  and  coordinating  the  deploy- 
ment of  the  FAST. 

22.  Insuring  that  the  MPRJ  and  PFR  are  accurately 
maintained  lAU  DA  regulation  and  guidance.  Each  action  branch  Is 
responsible  for  records  maintenance  for  the  actions  for  which 
they  are  responsible. 

C.  QAS.  This  section  operates  as  a separate  and  Independ- 
ent entity  directly  responsible  to  the  Chief,  PPSD,  and  repre- 
sents that  function  of  management  by  which  conformance  to  stand- 
ards Is  assured.  The  QAS  Is  formed  to  Improve  the  quality,  accu- 
racy, and  timeliness  of  personnel  and  financial  services  and  to 
Identify  training  deficiencies  and  recommend  appropriate  action. 
Functions  assigned  to  this  section  Include: 
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1.  Reviews  personnel  and  pay  records  to  Insure  that  they  are 
accurately  maintained. 

2.  Reviews  corrective  action  taken  as  result  of  finance  and 
military  personnel  assistance  visits. 

3.  Verifies  that  updates  of  personnel  and  pay  automated 
records  are  promptly  and  correctly  prepared  and  transmitted. 

A.  Verifies  that  actions  taken  to  resolve  all  Individual 
inquiries  (In  person,  written,  or  telephonic)  are  responsive. 

5.  Insures  that  the  SIDPERS  and  JUMPS  data  bases  are 
reconciled  semiannually  for  accuracy  and  compatibility  to  assure  that 
the  Interface  Is  not  being  bypassed. 

6.  Determines  that  disbursement  vouchers  are  accurate 
and  properly  substantiated. 

7.  Verifies  that  necessary  corrective  actions  are  promptly 
and  correctly  taken  to  resolve  errors  appearing  upon  SIDPERS  and  JUMPS 
error  listing. 

8.  Conducts  in-house  validation  of  operating  procedures  and 
Identify  necessary  technical  training  or  clarification  of  procedures  for 

personnel  assigned  to  PPSD. 

9.  Consolidates  DAR  for  C,  PPSD. 

D.  Administrative  Section.  This  section  Is  responsible  for 
furnishing  administrative  service  to  the  entire  PPSD.  Functions  of  this 
section  Include: 

1.  Receipt  and  distribution  of  incoming  mall  for  individuals. 

2.  Preparation  of  outgoing  nonroutine  correspondence  for 

mailing. 

3.  Maintenance  of  central  flies  of  correspondence/documents 
not  retained  by  the  operating  elements  of  the  PPSD. 

A.  Maintenance  of  central  library  of  regulating  and 
guidance  documents  required  to  operate  the  PPSD. 

5.  Requisition,  storage  and  Issue  of  supplies  and  forms. 
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6.  Maintenance  of  records  and  preparation  of  reports 
pertaining  to  civilian  personnel.  If  ar\y. 
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7.  Preparation  of  reports  of  operations  or  other 
reports  that  pertain  to  the  PPSD  as  an  element. 


E.  UCRB.  The  DCRB  Is  responsible  for: 

1.  The  control  of  personnel  and  pay  records  of 
assigned  and  attached  personnel. 

2.  The  control  and  distribution  of  all  Incoming  docu- 
ments (except  UTL,  DA  3B15,  and  their  respective  contents;  and 
evaluation  reports). 

3.  The  control  and  distribution  of  all  Internally  gen- 
erated and  outgoing  documents  (except  SIDPERS  output). 

4.  The  Insurance  that  all  documentation  Is  processed 
In  a timely  manner. 

F.  Distribution  Section.  This  section  Is  responsible  for 
receiving  and  dispatching  all  Incoming  and  outgoing  documents  and 
data  forms  except  UTLs  and  DA  Form  3815.  Functions  of  this 
section  Include: 

1.  Receives  and  date  stamps, as  appropriate, docunents 
and  correspondence  entering  the  PPSD. 

2.  Routes  Incoming  action,  file,  and  Information  docu- 
ments to  appropriate  subelements. 

3.  Forwards  all  output  documents,  correspondence,  and 
reports  going  outside  the  PPSD,  except  SIDPERS  output. 

4.  Insures  UTLs  and  contents  are  received  sequentially 
from  the  SQIB. 


5.  Accounts  for  and  logs  OTLs  received  bv  the  PPSD. 

6.  Prepares  and  controls  DLs  for  errors  noted  on  OTLs. 


G.  Control  Section.  This  section  establishes  control  over 
all  actions  and  substantiating  documents  and  maintains  the  Loca- 
tor Files.  Functions  performed  are: 
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1.  Prepares  BT  and  maintains  related  control  and  sus- 
pense logs. 

2.  Assigns  and  accounts  for  BT  numbers  furnished  to 
other  branches  and  sections. 

3.  Maintains  the  Recycle  Suspense  File  and  Insures 
that  It  Is  current. 

4.  Maintains  tlie  Substantiating  Document  File  and 
Insures  that  these  documents  are  forwarded  to  USAFAC  In  a timely 
manner. 

5.  Follows  up  on  BT  with  records  to  Insure  that 
records  are  out-of-file  for  only  3 work  days  and  to  Insure  that 
these  BT  are  processed  within  5 days. 

6.  Follows  up  on  loaned  records  to  Insure  that  they 
are  not  loaned  for  more  than  3 work  days. 

7.  Follows  up  on  BT  with  actions  (no  records)  to 
Insure  they  are  processed  with  tlie  suspense  established  by  C, 
PPSO. 


b.  Maintains  the  Active  and  Inactive  Locator  Files  and 
Insures  these  files  are  current. 

H.  Records  Filing  Section.  This  section  Is  responsible 
for  the  filing  of  the  personnel  and  the  pay  field  record. 
Functions  performed  are: 

1.  Maintains  the  centralized  A-Z  file. 

2.  Prepares  and  maintains  a charge  out  record  for  each 
PFR  and  MPRJ  the  PPSO  Is  responsible  for. 

3.  Files  nonaction  forms  and  documents  Into  and  purges 
docuiients  from  the  field  records. 

4.  Compares  1n-f11e  suspense  copies  with  entries  on 
LES  and  Identifies  discrepancies  to  the  Control  Section. 

b.  Insures  that  LES  are  filed  In  a timely  manner. 

6.  Maintains  File  Only  Recycle  Suspense  File  and 
Insures  that  It  Is  current. 

7.  Charges  out  and  files  PFRs  and  MPRJs. 
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8.  r^lntalns  an  access  roster  for  the  files  area  and 
Insures  that  only  personnel  on  the  access  roster  are  allowed  Into 
the  files  area. 

9.  Insures  that  the  files  area  Is  physically  secure 
when  unattended. 

10.  Insures  that  the  charge  out  records  are  properly 

completed. 

11.  Verifies  entries  on  new  Incoming  DA  Form  1 to  data 
on  the  existing  Form  2 In  file  and  notifies  Control  Section  of 
discrepancies  requiring  blocking  of  the  MPRJ  to  an  action  branch. 

12.  Files  Incoming  DA  Form  2. 

I.  PH8.  This  branch  basically  performs  the  same  functions 
as  the  PMB  In  a COMPACT/PSO  and  as  outlined  In  DA  Pam  600-8 
series.  The  following  Is  a list  to  Include  but  not  limited  to 
the  functions  performed  by  PMB. 

1.  Determine  and  adjust  local  MOS  shortages  and  over- 
ages. 

2.  Submit  personnel  requisitions  In  response  to 
approved  personnel  authorization  documents. 

3.  Monitor  utilization  of  personnel. 

4.  Monitor  proficiency  pay  programs. 

5.  Monitor  MOS  strength  and  statistical  Information  as 

required. 

6.  Prepare  DAR  for  PMB. 

7.  Maintain  BT  control  within  PMB. 

8.  Administer  Army  personnel  testing. 

9.  Administer  Skill  Qualification  Testing. 

10.  Administer  Army  surveys. 

11.  Process  Intra-unit  assignments  and  reassignments. 

12.  Request  port  call  Instructions. 
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13.  Process  CAP  III  assignment  instructions  lAU 
UA  Pam  6U0-b-lU. 

14.  Conduct  overseas  replacement  processing  as  pre- 
scribed In  procedure  3-24,  UA  Pam  600-8. 

16.  Monitor  military  sponsor  program. 

16.  Perform  classification  and  reclassification 
actions  pertaining  to  military  personnel. 

17.  Administer  the  officer  and  enlisted  evaluation 

system. 

18.  Process  applications  for  schooling,  training, 
assignments,  reassignments  and  details. 

19.  Process  promotions  of  assigned  personnel. 

20.  Monitor  promotion  board  results. 

21.  Perform  transaction  coding  and  records  posting  for 
actions  processed  In  PMB. 

22.  Monitor  surplus  reporting. 

23.  Process  requests  for  extension  or  curtailment  of 
current  service  tour. 

J.  PPTB:  This  branch  Is  normally  composed  of  transaction 
teams  which  prepare  manual  record  (PFR  & MPRJ)  entries  and/or 
automated  coding  input.  Functions  assigned  to  this  branch  are: 

1.  Maintains  accountability  of  records  being  processed 
within  the  branch. 

2.  Insures  processing  Is  accomplished  In  an  orderly 
(first  In,  first  out)  manner. 

3.  Processes  pay  options. 

4.  Processes  pay  entitlement  documents. 

6.  Processes  collections  and  deduction  documents,  less 

pay  adjustment  documents. 

6.  Processes  dependency  and  administrative  changes. 
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7.  Resolves  errors  detected  by  USAFAC,  which  are  moni- 
tored by  the  SQIB. 

8.  Files  documents  In  and  purges  documents  from  the 
records,  when  required  as  a part  of  the  action  being  processed. 

9.  Processes  SIOPERS  data  base  changes  as  required. 

lU.  Verifies  information  recorded  on  monthly  and 
supplemental  SIUPERS  reports  and  prepares  submission  of 
missing/erroneous  data. 

11.  Resolves  all  PPSO  PTROs  which  are  monitored  by  the 

SgiB. 

12.  Monitors  personnel  suspense  actions  as  required. 

13.  Researches  advisory  messages. 

14.  Posts  manual  changes  to  DA  Form  2-1. 

lb.  Resolves  DA  reconciliation  rosters. 

16.  Prepares  DAR. 

K.  AAB.  This  branch  basically  performs  the  same  functions 
as  the  AAB  In  a COMPACT  and  as  outlined  In  DA  Pam  6UU  series. 

The  following  Is  a list  to  Include  but  not  limited  to  the  func- 
tions performed  by  AAB. 

1.  Process  enllstment/reenl Istment. 

2.  Process  casualty  reporting. 

3.  Process  line  of  duty  Investigations. 

4.  Review  and  expedite  board  actions. 

6.  Process  awards  and  decorations. 

6.  Process  release  from  active  duty.  To  Include  proc- 
essing administrative  type  and  elimination  discharges;  dependency 
or  hardship  separations  for  EM;  request  relief  from  AD,  retire- 
ments, early  separations  to  attend  school  and  other  early  out 
programs  plus  scheduling  the  appropriate  physical  exams; 
extension/ dec 11 nation  of  AD  for  reserve  personnel;  counseling 
retired  SM  on  entitlements  and  benefits;  and  counseling  career 
personnel  on  retirement  programs  and  referral. 
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7.  Process  compassionate  reassignments. 

8.  Process  correspondences  related  to  naturalization 
and  citizenship  of  military  personnel  and  dependents. 

y.  Administer  and  assist  In  the  survivor  assistance 

program. 

10.  Process  officers  and  W/0  Initial  appointments, 
branch  transfer  requests,  and  details  for  commissioned  officers. 

11.  Process  non  CONUS  and  emergency  leaves. 

12.  Process  name,  SSN  and  birth  data  changes. 

13.  Administer  the  SOLI  and  GLI  program,  voting, 
counseling  the  Army  Retirement  Service,  and  REIERRAL. 

14.  Process  locally  generated  QMP  actions. 

15.  Prepare  OAR. 

16.  Perform  necessary  data  conversion  coding  for  docu- 
ments processed  entirely  within  the  branch  before  submission  of 
SgiB  and  post  changes  to  the  Individual  field  record. 

17.  Perform  transaction  coding  and  records  posting  for 
actions  processed  In  AAB. 

L.  CSB.  The  CSB  Is  composed  of  Inquiry,  In  and  Out  Proc- 
essing (I/OP),  Travel,  and  Separation  Section  when  applicable. 

The  CSB  Is  responsible  for: 

1.  Insuring  all  Individuals  supported  by  the  PPSD 
receive  complete  one-stop  personnel  and  pay  service. 

2.  Providing  assistance  regarding  all  types  of  pay  or 
personnel  related  Inquiries. 

3.  In  and  out  processing  all  Individuals  assigned  or 
attached  to  the  organization. 

4.  Determining  pay  and  travel  entitlements. 

5.  Implementing  Internal  management  practices  and 

policies. 


M.  Inquiry  Section.  This  section  Is  responsible  for  proc- 
essing all  personal,  telephonic,  and  written  Inquiries.  Func- 
tions performed  are: 

1.  Serves  as  the  primary  point  of  contact  for  cus- 
tomers and  provides  one-stop  service  for  military  pay  and  mili- 
tary personnel  Inquiries. 

2.  Schedules  and  controls  customers'  appointments. 

3.  Performs  those  types  of  record  review  actions  which 
require  an  Interview  with  service  member. 

4.  Answers  all  visitors'  Inquiries  of  a general 

nature. 

5.  Obtains  customer's  PFR/MPRJ  or  assistance  of  func- 
tional expert  when  responding  to  unusual  or  complicated  problems. 

6.  Routes  action  documents  that  are  Initiated  by  cus- 
tomer during  his  Inquiry. 

7.  Processes  all  valid  emergency  or  miscellaneous  type 
pay  actions  when  Individual  makes  request  In  person. 

8.  Processes  pay  adjustments  to  Include  maintaining 
Pay  Adjustment  Log. 

9.  Controls  and  Issues  Identification  and  privilege 
cards  to  military  and  other  authorized  persons,  also  processes 
requests  For  replacement  of  ID  cards. 

10.  Prepares  required  section  feeder  reports. 

11.  Performs  necessary  data  conversion  coding  and 
records  posting  for  actions  completed. 

12.  Certifies  entitlements  for  those  transactions 
specified  by  PPSD  supervisor. 

13.  Processes  re-enlistment  vouchers,  and  makes 
SIOPERS  Input. 

14.  Provides  general  type  Information  and  referral 
service  for  retired  and  reserve. 

N.  In  and  Out  Processing  (I/OP)  Section.  Primary  respon- 
sibility of  this  section  Is  to  assure  that  data  contained  within 
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the  MPRJ  and  the  PFR  of  the  arriving  and  departing 
assigned/attached  Individuals  are  correct  and  In  agreement. 
Functions  assigned  to  this  section  are: 

1.  Conducts  necessary  In  and  out  processing  Inter- 
views. 

2.  Assures  that  all  field  records  being  Inprocessed 
and  outprocessed  are  complete. 

3.  Prepares  and  processes  docunents  pertaining  to 
local  payments  and  to  pay  related  actions,  when  Initiated  during 
in  or  out  processing. 

4.  Completes  required  checklists. 

6.  Prepares  a JUMPS  locator  card  as  soon  after  SM's 
arrival  as  possible. 

6.  Prepares  necessary  correspondence  pertaining  to 
arrivals  without  records. 

7.  Maintains  necessary  files  and  logs  for  letters  of 
transmittal. 

U.  Performs  necessary  data  conversion  coding  and 
records  posting  for  in  or  out  processing  actions  completed. 

9.  Assures  that  orders  and  processing  documents  are  In 
agreement  with  contents  of  PFR/MPRJ. 

10.  Prepares  required  feeder  reports. 

11.  Initiates  local  security  validation  action  for 
Incoming  personnel. 

12.  Relays  local  policies  to  new  arrivals. 

13.  Initiates  temporary  records  when  necessary. 

14.  Forwards  health  and  dental  records  to  MEDOAC. 

15.  Schedules  PCS  and  ETS  appointments. 

16.  Certifies  entitlements  for  disbursement  as  speci- 
fied by  PPSD  supervisor. 
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17.  Prepares  records  and  related  documents  for 
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t 


transfer. 

IB.  Reconciles  SIOPERS/JUMPS  data  bases  utilizing 
DA  Form  41B8-R,  to  include  MPRJ  and  PFR  during  Inprocessing. 

Prepares  necessary  correction  documents. 

19.  Initiates  notification  to  AAB  for  required  verifi- 
cation of  security  classification. 

20.  Prepares  necessary  Input  for  SIDPERS  and  JUMPS 

update. 

21.  Reviews  Individual's  eligibility  for  separation. 

22.  Conducts  preprocessing  actions  less  audits  lAW 
AR  635-10  for  separations. 

O.  Travel  Section.  Functions  performed  by  this  section 

are  the  same  as  those  performed  by  the  Travel  Section  of  a 
finance  company  for  military  personnel.  Those  functions  are  as 
follows:  I 

1.  Prepares,  examines,  computes,  and  verifies  military 
vouchers  pertaining  to  Individual  travel  (PCS/TDY),  dependent 
travel,  trailer  allowance,  and  dislocation  allowance. 

2.  Initiates  and  maintains  record  of  travel  payment. 

3.  Computes  days  delayed  In  route  that  are  chargeable 

as  leave. 

4.  Computes  estimated  travel  costs  for  commitment 

purposes. 

5.  Prepares  required  section  reports. 

6.  Performs  necessary  data  conversion  coding  for 
actions  completed. 

P.  Separation  Sections  Performs  functions  as  outlined  In 
AR  635-lU. 


Q.  SQIB.  This  branch  Is  organized  Into  Audit,  Transaction 
Edit,  Data  Base  management,  and  Input/Output  Control  Sections. 
This  branch  Is  responsible  for  assuring  that  the  automated  per- 
sonnel and  pay  systems  are  updated  with  accurate  Information. 

The  following  functions  are  Identified  to  each  section: 
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R.  TES.  The  TES  is  responsible  for  reviewing  PPSO  gener- 
ated actions/transactions  that  flow  through  the  SQIB  to  insure 
the  appropriate  action  was  taken  and  properly  posted.  These 
reviews  include: 

1.  Performing  an  edit  lAW  AR  37-101-1  and  AR  37-104-3 
for  JUMPS-Army  transactions,  performing  an  edit  lAW 

DA  Pam  600-8-2  and  AR  680-29  for  SIOPERS  transactions,  and  veri- 
fying that  hard  copy  documents  are  correctly  posted.  Particular 
attention  should  be  paid  to  inprocessing  BT  to  insure  necessary 
actions  were  taken  by  the  I/OP  of  CSB.  A review  of  the  CSB 
inprocessing  SOP  should  be  made  by  edit  clerks  to  enhance  their 
review  of  inprocessing  blocks. 

2.  Assigning  substantiating  document  numbers  and/or 
identifying  substantiating  documents  for  SIOPERS/JUMPS  interface 
transactions  (so  the  I/OC  can  assign  the  SIDPERS  cycle  number  to 
the  substantiating  document  number  once  tlie  transaction  has  proc- 
essed through  the  SIOPERS  cycle). 

3.  Verifying  that  attached  transactions  are  in  agree- 
ment with  the  type  of  action  identified  by  the  BT. 

4.  Red-lining  errors  on  DA  Form  3684  (JUMPS  Ant\y 
Report  of  Pay  Changes),  and  SIDPERS  key  punch  guide  forms  when 
corrections  are  made  during  the  edit.  A clerk  error  critique 
file  will  be  maintained  for  both  JUMPS  and  SIDPERS  transactions. 
The  procedures  to  be  followed  are  outlined  in  AR  37-101-1.  A 
weekly  summary  of  errors  will  be  made  and  the  red-lined  trans- 
actions will  be  returned  to  the  appropriate  supervisors.  One 
copy  of  ths  summary  will  be  forwarded  to  the  QAS  for  analysis. 

5.  Insuring  all  SIDPERS  D73  transactions  generated  for 
PPSD  level  input  are  authorized  by  the  Chief,  SQIB  or  a desig- 
nated supervisor  before  release  to  data  reduction.  The  SQIB 
NCOIC  will  review  the  Error  Deletions  Processed  Report  (P41)  to 
insure  that  no  unauthorized  D73  transactions  process.  All  073 
transactions  will  be  annotated  on  back  of  card  and  on  the  Person- 
nel Transaction  Register  by  Originator  (Pll)  with  Justification. 

6.  Insuring  DA  Form  3684  for  local  pay  collectlona. 
are  accounted  for  separately. 

a.  A copy  of  all  paid  DA  Forms  2139  (Military  ray 
Voucher)  attached  to  the  DO  Form  117  (Military  Pay  Voucher  Iden- 
tification and  Certification  Sheet)  will  be  furnished  by  Disburs- 
ing Branch/ Section  to  the  SQIB  control  clerk. 
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b.  The  edit  clerk  will  edit  the  DA  Forms  3684 
against  the  DA  Forms  2139  and  resolve  any  errors  In  coordination 
with  the  Disbursing  and/or  the  CSB. 

S.  Audit  Section.  The  Audit  Section  will  perform  all 
detailed  audits/ rev lews  of  the  PFR  and  MPRJ,  except  ORB  and 
annual  record  reviews  which  are  conducted  by  the  Inquiry  Section 
of  CSB. 

1.  The  following  Is  the  categories  of  records  subject 
to  detailed  audits: 

a.  Random  selection  on  a periodic  basis. 

b.  Personnel  In-processing. 

c.  Individuals  scheduled  for  separation  (PFR  and 
MPRJ  must  be  audited  90  days  before  separation).  This  also 
Includes  the  audit  of  expeditious  discharges. 

d.  Individuals  scheduled  to  reenllst. 

e.  Individuals  Identified  by  CSB  that  have  complex 
pay  or  personnel  problaas  which  appear  to  extend  over  a period  of 
time. 

f.  Individuals  Identified  by  commanders. 

g.  Individuals  who  request  a detailed  audit. 

2.  Audit  clerks  are  responsible  for  preparing  Input 
and  posting  records  for  changes  that  are  the  results  of  an  audit. 

T.  Data  Base  Management  Section. 

1.  Manages  the  overall  SIDPERS/JUMPS  systems  at  the 
division/ Installation  level,  and  conducts  and  monitors  the 
command  SIOPERS  Information  program. 

2.  Maintains  all  automated  files  and  records  (exanvle: 
AALOC,  HOS  Master  Edit  File,  Authorized  Strength  File). 

3.  Monitors  the  Interface  between  SIOPERS  and  other 
automated  systems  at  Installation/ division  level  (SIDPERS/JUMPS, 
SIOPERS/VTAADS). 
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4.  Maintains  section  test  moael  files  where  appli-  3 

cabi e.  I 

5.  Writes  and  maintains  SIRCUS  programs  (Standard  1 

Information  Retrieval  Capability  for  Users).  j 

6.  Serves  as  liaison  between  the  PPSD  and  AUTODIR  j 

terminals  for  incoming  and  outgoing  SIDPERS  and  JUMPS  AUTODIR 

traffic.  ] 


7.  Serves  as  a liaison  between  PPSD  and  the  servicing  3 

comouter  suDOort  facility.  ] 

i 

8.  Responsible  for  unit  SIDPERS  training.  | 

9.  Follows  procedures  for  Data  Base  Management  lAW  the  ] 

DA  Pamphlet  600-8-1  through  10.  3 

10.  Responsible  for  JUMPS-Am\y  Message  Control  Log.  j 

U.  The  I/O  Control  (I/OC)  Section.  I 

1.  Maintains  DA  Forrti  3815  Control  Logs,  DA  Form  31  ] 

Control  Logs,  and  UTL  Control  Logs.  I 

2.  Receives  and  edits  all  unit  and  other  non-PPSD  i 

SIDPERS  input  prior  to  data  reduction.  I 

3.  Prepares  Deficiency  Letters  to  units  on  matters 
pertaining  to  DA  Fortii  3815,  UTL  and  DA  Form  31  control. 

4.  Collects  and  reviews  unit  and  PPSD  SIDPERS  input  | 

prior  to  the  SIDPERS  cycle. 

5.  Corrects  unit  level  SIDPERS  errors  in  conjunction 
with  the  SIDPERS  clerk. 

6.  Coordinates  with  SIDPERS  clerks  in  maintaining 
accurate  unit  personnel  accountability. 

7.  Edits  JUMPS  input  in  data-reduced  format  prior  to 
transmission  to  USAFAC. 

8.  Responsiole  for  data  reduction  of  SIDPERS  and  JUMPS 
input  as  well  as  otlter  data  reduction  in  support  of  the  PPSD. 

9.  Insures  that  all  SIDPERS  D73  transactions  generated 
for  unit  level  input  are  authorized  by  the  Chief,  SQIB  or  a 
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deslynated  supervisor  before  release  for  data  reduction.  The 
SglB  NCOIC  will  review  the  Error  Deletions  Processed  Report  (P41) 
to  Insure  that  no  unauthorized  D73  transactions  process.  All  D73 
transactions  will  be  annotated  on  back  of  card  and  on  Personnel 
Transaction  Register  by  Originator  (Pll)  with  justification. 

lU.  Responsible  for  breakdown  and  distribution  of 
SIUPERS  and  JUMPS  output. 

11.  Annotates  SIOPERS/JUMPS  Interface  substantiating 
documents  with  proper  substantiating  document  number. 

V.  Disbursing  Branch.  Functions  performed  by  this  branch 
are  ttre  same  as  those  assigned  to  the  Disbursing  Branch  of  a 
finance  campar\y. 

1.  Pays  properly  prepared  and  certified  vouchers. 

2.  Prepares  and»  If  required,  makes  delivery  of 

checks. 

3.  Prepares  and  maintains  DAR. 

4.  Prepares  payrolls  for  Class  A agents. 

5.  Maintains  records  ana  accounts  fur  funds  as  Identi- 
fied In  AR  37-103. 

6.  Requisitions,  stores  and  Issues  supplies,  equipment 
and  blank  forms  required  by  the  branch. 

7.  Prepares  cash  collection  vouchers. 


1 
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3-5.  GENERAL  FLOW  OF  DOCUMEWTS/DATA  WITHIM  A CONSOLIDATED 
ENVIROH1ENT. 

A.  General.  The  series  of  flow  charts  In  this  paragraph 
outline  the  flow  of  different  types  of  actions/ documents/ data 
within  a PPSD.  The  charts  and  narrative  are  simple  by  design; 
the  more  detailed  action/ document  data  flow  Is  covered  In  Part  II 
of  this  manual.  The  emphasis  of  these  flow  charts  Is  on  proce- 
dures and  document  control.  Figure  3-4  provides  an  explanation 
of  the  flow  chart  symbols  that  will  be  used  throughout  this 
manual . 

B.  Processing  Unit/PAC  SIDPERS  Input  (Fig  3-5). 

1.  Outside  Activity*  The  outside  activity  Is  the 
unIt/PAC,  which  prepares  the  UTL  In  three  copies  and  attaches 
docunents  to  the  UTL.  The  unIt/PAC  will  complete  the  OA  Fomi 
3815  (SIDPERS  Input  and  Control  Data,  Authentication  and  Trans- 
mittal) In  two  copies  and  attach  the  coded  SIDPERS  Input.  The  DA 
Form  3815  will  be  listed  as  an  Inclosure  to  the  UTL.  The  entire 
documentation  (UTL,  documents,  DA  Form  3815,  and  coded  SIDPERS 
Input)  will  be  forwarded  to  the  SQIB. 

2.  SgiB. 

a.  Initial  UTL  and  OA  Form  3815  processing.  The 
SglB  will  receive,  review,  and  edit  the  UTL,  documents,  DA  Form 
3815,  and  coded  SIDPERS  Input.  After  the  documentation  has 
passed  all  edits,  both  the  UTL,  DA  Form  3815,  and  ar\y  DA  Form  31 
(Request  Authority  for  Leave)  will  be  logged  In.  Substantiating 
documents  for  the  unIt/PAC  SIDPERS  Input  will  be  Identified.  The 
documentation  will  then  be  separated  and  processed  as  follows: 

(1)  The  original  copy  of  the  UTL  and  DA  Form 
3815  will  be  forwarded  back  to  the  unIt/PAC. 

(2)  The  duplicate  UTL  and  OA  Form  3815  will  be 

filed. 

(3)  The  triplicate  copy  of  the  UTL  and 
docunents  (less  those  copies  Identified  as  substantiating  docu- 
ments) will  be  forwarded  to  the  DCRB.  The  DCRB  processing  of 
these  documents  Is  outlined  In  Fig  3-6  through  3-11  and  the 
acconpaqying  narrative. 

b.  Data  Reduction.  The  SIDPERS  Input  docunents 
will  be  data  reduced,  producing  punched  cards.  The  coded  Input 
documents  will  then  be  filed.  The  punched  cards  will  be  batched 
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for  the  SIDPERS  cycle  run.  The  batched  cards  will  be  forwarded 
to  the  data  processing  activity  (DPA)  where  the  SIDPERS  cycle 
will  be  run. 

c.  Processing  after  SIDPERS  cycle  run.  The  DPA 
will  forward  the  JUMPS  by-product  cards  and  the  SIDPERS  output 
back  to  the  SQIB.  Uniquely  Identified  as  a part  of  the  SIDPERS 
output  Is  the  P-49  Report  (JUMPS  Transaction  Register).  The  sub- 
stantiating docunents  will  be  nunbered  from  the  P-49  Report.  A 
JUMPS  message  will  be  prepared.  The  message  and  cards  will  be 
transmitted  via  AUTODIN  to  USAFM:.  The  P-49  Report  and  substan- 
tiating documents  will  be  forwarded  to  the  DCRB.  Distribution 
will  be  made  of  the  other  SIDPERS  output. 

3.  The  DCRB.  The  DCRB  will  receive  and  review  the 
substantiating  docunents  and  the  P-49  Report.  After  review  and 
once  correct,  the  P-49  and  substantiating  documents  will  be 
filed.  On  a JlfflPS  processing  month  basis,  the  substantiating 
documents  will  be  forwarded  by  mall  to  USAFAC. 

C.  Processing  JUMPS-Only  Documents  (Fig  3-6). 

1.  The  unIt/PAC  will  prepare  and  forward  the  UTL  In 
triplicate  with  the  attached  docunents  to  the  SQIB. 

2.  Documents  will  be  forwarded  to  the  DCRB  by  the  com- 
mand and  outside  activities. 

3.  The  SQIB  will  receive  and  review  the  UTL.  Once 
correct,  the  UTL  will  be  logged  In.  The  documentation  will  be 
separated  and  processed  as  follows: 

a.  The  original  UTL  will  be  returned  to  the 

unIt/PAC. 

b.  The  duplicate  copy  of  the  UTL  will  be  filed. 

c.  The  triplicate  copy  of  the  UTL  and  docunents 
will  be  forwarded  to  the  DCRB. 

4.  The  DCRB  will  receive  and  review  the  docunentatlon. 
Docunents  will  be  separated  lAW  the  routing  guide  contained  as 
Annex  B to  Chapter  10,  this  manual.  This  particular  narrative 
and  flow  chart  outline  the  flow  of  JUMPS- only  documents.  These 
documents  are  action  docunents  that  result  In  automated  JUMPS 
Input  only.  The  BT  will  then  be  prepared  In  duplicate.  The  PFR 
will  be  attached  to  the  BT  along  with  the  JUMPS-only  action  docu- 
ment. The  BT  will  then  be  logged  out  to  the  PPTB. 
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b.  The  PPTB  will  log  the  BT  In  and  will  code  the  OA 
Form  36B4  (JUMPS-Am^  Report  of  Pay  Change).  The  BT  with  accom- 
panying documentation  will  be  logged  out  to  the  SQIB. 

6.  The  SQIB  will  log  the  BT  In.  The  OA  Fonn  3684  will 
be  edited.  Substantiating  documents  will  be  Identified  and  nun- 
bered.  A copy  of  the  action  document  and  the  DA  Form  3684  (copy 
2)  will  be  posted  to  the  PFR.  The  duplicate  of  the  BT,  PFR,  and 
substantiating  documents  will  be  logged  out  to  the  DCRB. 

7.  The  DCRB  will  receive  tire  BT  and  log  It  In.  The 
substantiating  document  will  be  reviewed  to  Insure  It  Is  correct. 
The  documentation  will  be  separated  and  processed  as  follows: 

a.  The  duplicate  BT  will  be  placed  In  the  BT  Sus- 
pense File.  ^ 

b.  The  PFR  will  be  returned  to  the  records  file. 

c.  The  substantiating  documents  will  be  placed  In 
the  Substantiating  Document  File. 

b.  The  SQIB  will  data  reduce  the  DA  Form  3684  (copy  1) 
to  a punched  card.  The  DA  Form  3684  (copy  1)  will  then  be  filed. 
The  punched  cards  will  be  80-80  listed  and  edited  for  data  reduc- 
tion errors.  Once  the  cards  are  correct,  a JUMPS  message  will  be 
prepared.  Tne  JUMPS  message  and  cards  will  be  transmitted  to 
USAFAC  via  AUTOOIN.  The  JUMPS  message  nunber  will  be  annotated 
on  the  original  BT.  The  BT  will  then  be  logged  out  to  the  DCRB. 

9.  The  original  BT  will  be  received  by  the  DCRB  and 
logged  In.  The  original  BT  will  be  matched  with  the  duplicate  BT 
In  the  suspense  file.  The  duplicate  will  be  destroyed  and  the 
original  will  be  placed  In  the  BT  File.  On  a JUMPS  processing 
month  basis,  the  substantiating  documents  will  be  forwarded  via 
mail  to  USAFAC. 

D.  Processing  SIOPERS-Only  Documents  (Fig  3-7). 

1.  The  unIt/PAC  will  prepare  and  forward  the  UTL  In 
triplicate  with  the  attached  docunents  to  the  SQIB. 

2.  Documents  will  be  forwarded  to  the  KRB  by  the  com- 
mand and  outside  activities. 
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3.  The  SQIB  will  receive  and  review  the  UTL.  Once 
correct,  the  UTL  will  be  logged  In.  The  documentation  will  be 
separated  and  processed  as  follows: 


unIt/PAC. 


The  original  UTL  will  be  returned  to  the 


b.  The  duplicate  copy  of  the  UTL  will  be  filed. 


c.  The  triplicate  copy  of  the  UTL  and  documents 
will  be  forwarded  to  the  DCRB. 

4.  The  OCRB  will  receive  and  review  the  documentation 
and  separate  lAU  the  routing  guide  contained  as  Annex  B to 
Chapter  lU,  this  manual.  This  particular  narrative  and  flow 
chart  outline  the  flow  of  SIOPERS-only  documents.  These 
documents  are  action  documents  that  result  In  automated  SIDPERS 
Input  only.  The  BT  will  then  be  prepared  In  duplicate.  The  MPRJ 
will  be  attached  to  the  BT  along  with  the  SIOPERS-only  action 
docunent.  The  BT  will  be  logged  out  to  the  action  branch.  This 
action  Is  shown  for  the  PPTB  but  the  action  branch  may  also  be 
Pt’IB  or  AAB  depending  on  the  type  action. 

5.  The  PPTB  will  log  the  BT  in,  code  the  SIOPERS 
Input,  and  prepare  any  necessary  documentation  to  be  forwarded. 
The  MPRJ  will  be  posted.  The  BT  will  be  logged  out  to  the  SQIB. 

6.  The  SQIB  will  receive  the  BT,  log  It  In,  and  edit 
the  transaction.  After  edit,  the  duplicate  BT,  forwarding  docu- 
mentation, and  the  MPRJ  will  be  logged  out  to  the  OCRB. 

7.  The  DCRB  will  receive  the  BT  and  log  It  In.  The 
documentation  will  be  separated  and  processed  as  follows: 


pense  File. 


the  addressee. 


a.  The  duplicate  BT  will  be  placed  In  the  BT  Sus- 


b.  The  MPRJ  will  be  returned  to  the  records  file. 

c.  The  forwarding  docmentatlon  will  be  sent  to 


U.  SQIB  (Data  Reduction  and  SIDPERS  Run). 
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noURE  3.e»  PROCESSING  SIDPERS/JUMPS  DOCUMENTS 


OUTSIDE  ACTIVITY 
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BT 
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Documental 
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SIDPERS 

input 


SIDPERS 

Carda 


SIDPERS 

Carda 


1.  Number  Subetantiating  Documenta  from  P>49 

2.  Prepare  JUMPS  Meaaage 

3.  Annotate  Both  SIDPERS  Cycle  Number 
and  JUMPS  Meaeag;  Number  on  BT 

4.  Diatribute  SIDPERS  Output 


11.(1 1 I.]  j uinjmw 


i 

I 

a.  Data  Reduction.  The  SIOPERS  Input  docunents  j 

will  be  data  reduced  producing  punched  cards.  The  coded  Input 
documents  will  then  be  filed.  The  punched  cards  will  be  batched 
for  the  SIDPERS  cycle  run.  The  batched  cards  will  be  forwarded 
to  the  DPA  where  the  SIOPERS  cycle  will  be  run. 

b.  Processing  after  cycle  run.  The  DPA  will 
forward  the  SluPERS  output  back  to  the  SQIB.  The  SQIB  will  make 
distribution  of  the  SIOPERS  output  and  annotate  the  SIOPERS  cycle 
number  on  the  BT  (copy  1}  and  forward  It  to  the  DCRB. 

9.  The  original  BT  will  be  received  by  the  DCRB  and 
logged  In.  The  original  BT  will  be  matched  with  the  duplicate  BT 
In  the  suspense  file.  The  duplicate  will  be  destroyed  and  the 
original  placed  in  the  BT  File. 

E.  Processing  SIDPERS/JUMPS  Documents  (Fig  3-B). 

1.  The  unit/PAC  v/111  prepare  and  forward  the  UTL  In 
triplicate  with  the  attached  documents  to  the  SQIB. 

2.  Documents  will  be  forwarded  to  the  DCRB  by  the  com> 
mand  and  outside  activities. 

3.  The  SQIB  will  receive  and  review  the  UTL.  Once 
correct,  the  UTL  will  be  logged  In.  The  docimientatlon  will  be 
separated  and  processed  as  follows: 

a.  The  original  UTL  will  be  returned  to  the 

unit/PAC. 

b.  The  duplicate  copy  of  the  UTL  will  be  filed. 

c.  The  triplicate  copy  of  the  UTL  and  docimients 
will  be  forwarded  to  the  DCRB. 

4.  The  DCRB  will  receive  and  review  the  documentation. 

Dociiiients  will  be  separated  lAW  the  routing  guide  contained  as 
Annex  B to  Chapter  lU,  this  manual.  This  particular  narrative 
and  flow  chart  outline  the  flow  of  SIDPERS/JUMPS  documents. 

These  documents  are  action  documents  that  result  in  the  initial 
coding  of  SIDPERS  input.  This  Input,  through  the  SIDPERS  cycle 
run,  produces  JUMPS  by-product  cards  for  input  to  JUMPS.  The  BT 
will  then  be  prepared  In  duplicate.  The  PFR  and  tlie  MPRJ  will  be 
attached  to  the  BT  along  with  the  SIDPERS/JUMPS  action  doctxnent. 

The  BT  will  then  be  logged  out  to  the  PPTB. 


1-3-36 


COPPER 


1 


f 

I 


I 


5:  The  PPTB  win  log  the  BT  in,  code  the  SIDPERS 
Input,  and  prepare  any  necessary  docunentation  to  be  forwarded. 
The  MPRd/PFR  will  be  posted.  The  BT  will  be  logged  out  to  the 
SQIB. 


6.  The  SQIB  will  receive  the  BT  and  log  It  In  and  edit 
the  transaction.  Substantiating  documents  will  be  Identified. 
After  edit,  the  duplicate  BT,  forwarding  documentation,  and  the 
MPRJ  and  PFR  will  be  logged  out  to  the  DCRB. 

7.  The  DCRB  will  receive  the  BT  and  log  It  In.  The 
documentation  will  then  be  separated  and  processed  as  follows: 

a.  The  duplicate  BT  will  be  placed  In  the  BT  Sus- 
pense File. 

b.  The  MPRJ  and  PFR  will  be  returned  to  the 

records  file. 

c.  The  forwarding  documentation  will  be  sent  to 

the  addressee. 


b.  SQIB  (Data  Reduction  and  SIOPERS  Run). 

a.  Data  Reduction.  The  SIOPERS  Input  documents 
will  be  data  reduced  producing  punched  cards.  The  coded  Input 
docunents  will  be  filed.  The  punched  cards  will  be  batched  for 
the  SIOPERS  cycle  run.  The  batched  cards  will  be  forwarded  to 
the  DPA  where  the  SIOPERS  cycle  will  be  run. 

b.  Processing  after  SIOPERS  cycle  run.  The  OPA 
will  forward  the  JUMPS  by-product  cards  and  the  SIOPERS  output 
back  to  the  SQIB.  The  P-49  Report  Is  uniquely  Identified  as  a 
part  of  the  SIDPERS  output.  The  substantiating  documents  will  be 
numbered  from  the  P-49  Report.  A JUMPS  message  will  be  prepared. 
The  message  and  cards  will  be  transmitted  via  AUTODIN  to  USAFAC. 
Both  the  SIOPERS  cycle  number  and  the  JUMPS  message  nunber  will 
be  annotated  on  the  original  BT.  The  annotated  BT  will  then  be 
forwarded  to  the  DCRB.  The  P-49  Report  and  substantiating  docu- 
ments will  be  forwarded  to  the  DCRB.  Distribution  will  be  made 
of  the  other  SIDPERS  output. 
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9.  The  DCRB. 


T 


a.  Processing  the  original  BT.  The  original  BT 
will  be  received  by  the  DCRB  and  logged  in.  The  original  BT  will 
be  matched  with  the  duplicate  BT  in  the  suspense  file.  The 
duplicate  will  be  destroyed  and  the  original  will  be  placed  in 
the  BT  File. 


f 


i 


I 

\ 


b.  Processing  substantiating  documents.  The  DCRB 
will  receive  and  review  the  substantiating  documents  and  the  P-49 
Report.  After  review  and  once  correct,  the  P-49  and  substantia- 
ting documents  will  be  filed.  On  a JUMPS  processing  month  basis 
the  substantiating  documents  will  be  forwarded  by  mail  to  USAFAC. 

F.  Processing  Personnel  Related  - No  SIDPERS  Input  Docu- 
ments. (Fig  3-9) 

1.  The  unit/PAC  will  prepare  and  forward  the  UTL  in 
triplicate  with  the  attached  docuients  to  the  SDIB. 

2.  Documents  will  be  forwarded  to  the  DCRB  by  the  com- 
mand and  outside  activities. 

3.  The  SQIB  will  receive  and  review  the  UTL.  Once 
correct,  the  UTL  will  be  logged  in.  The  documentation  will  be 
separated  and  processed  as  follows: 

a.  The  original  UTL  will  be  returned  to  the 

unit/PAC. 

b.  The  duplicate  copy  of  the  UTL  will  be  filed. 

c.  The  triplicate  copy  of  the  UTL  and  docianents 
will  be  forwarded  to  the  DCRB. 

4.  The  DCRB  will  receive  and  review  the  docunentation. 
Documents  will  be  separated  lAU  the  routing  guide  contained  as 
Annex  B to  Chapter  10,  this  manual.  This  particular  narrative 
and  flow  chart  outline  the  flow  personrsl  related  action  docu- 
ments that  do  not  require  automated  input.  These  actions  will  be 
forwarded  to  the  action  branch  under  BT  control  but  without 
records.  The  DCRB  will  prepare  the  BT(A)  in  duplicate  and 
forward  the  action  document  to  the  action  branch. 
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5.  This  action  Is  shown  for  the  PMB  but  may  also  be 
AAB,  depending  on  the  type  action.  The  PMB  will  receive  the  BT 
and  log  It  In.  When  the  branch  Is  ready  to  process  the  action 
and  the  record  Is  required,  they  will  request  the  record  from  the 
DCRB. 

6.  The  DCRB  will  receive  the  request  for  records. 

They  will  prepare  the  BT(B)  In  duplicate  and  attach  the  MPRJ, 
which  they  pulled  from  the  records  file.  They  will  log  the 
BT(B),  request  for  records,  and  MPRJ  out  to  the  requesting 
branch. 

7.  Upon  receipt  of  the  requested  records,  PMB  will 
take  tlie  required  action,  post  the  record,  and  prepare  any 
required  forwarding  documentation.  They  will  delete  the  Initial 
action  document  from  BT(A)  and  add  It  to  BT(B).  The  BT(B),  for- 
warding documentation,  and  MPRJ  will  then  be  logged  out  to  the 
DCRB. 

8.  The  DCRB  will  receive  BT(B)  and  log  It  In.  The 
documentation  will  then  be  separated  and  processed  as  follows: 

a.  The  original  BT  will  be  placed  In  the  BT  File. 

b.  The  MPRJ  will  be  returned  to  the  records  file. 

c.  The  forwarding  documentation  will  be  forwarded 
to  the  addressee. 

d.  The  duplicate  BT  will  be  destroyed. 

y.  PMB.  (Processing  BT(A)).  If  any  actions  remain  on 
BT(A),  they  will  be  worked  and  forwarding  documentation  prepared. 
If  no  actions  remain,  annotate  "actions  completed"  In  the  Remarks 
Section  of  the  BT.  The  BT  and  forwarding  documentation  (If  any) 
will  be  logged  out  to  DCRB. 

10.  The  DCRB  will  receive  BT(A)  and  log  It  In.  The 
documentation  will  then  be  separated  and  processed  as  follows: 

a.  The  original  BT  will  be  placed  In  the  BT  File. 

b.  The  forwarding  documentation  (If  any)  will  be 
forwarded  to  the  addressee. 

c.  The  duplicate  BT  will  be  destroyed. 
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G.  Processing  Inquiries  Which  Result  in  JUMPS  Input 
(Fig  3-10) 

1.  The  customer  may  physically  come  to  the  CSB  on  an 
appointment  basis,  as  a walk-in,  or  as  a part  of  in/out  proc- 
essing. Once  in  the  CSB,  the  customer  will  fill  out  an  inquiry 
form.  The  CSB  will  review  the  form  and  request  the  appropriate 
record  via  a preassigned  BT  nunber.  An  inquiry  could  result  in 
request  of  MPRJ,  PFR,  or  both.  This  paragraph  and  associate  flow 
chart  will  process  an  action  requiring  a PFR  and  resulting  in 
JUMPS  input. 

2.  The  unit/PAC  will  prepare  and  forward  the  UTL  in 
triplicate  with  the  attached  documents  to  the  SQIB. 

3.  Documents  will  be  forwarded  to  the  DCRB  by  the  com- 
mand and  outside  activities. 

4.  The  SQIB  will  receive  and  review  the  UTL.  Once 
correct,  the  UTL  will  be  logged  in.  The  documentation  will  be 
separated  and  processed  as  follows: 


unit/PAC. 


a.  The  original  UTL  will  be  returned  to  the 


b.  The  duplicate  copy  of  the  UTL  will  be  filed. 


c.  The  triplicate  copy  of  the  UTL  and  documents 
will  be  forwarded  to  the  DCRB. 

5.  The  DCRB  will  receive  and  review  the  documentation. 
Documents  will  be  separated  lAW  the  routing  guide  contained  as 
Annex  B to  Chapter  10,  this  manual.  This  particular  narrative 
and  flow  chart  outline  the  flow  inquiries  that  result  in  JUMPS- 
only  input.  Inquiries  will  be  forwarded  to  the  CSB  under  BT  con- 
trol but  without  records.  The  DCRB  will  prepare  a BT  in  dupli- 
cate and  forward  the  inquiry  to  CSB. 

6.  CSB.  CSB  will  receive  the  BT  and  log  it  in.  They 
will  review  the  inquiry  to  determine  if  records  are  required.  If 
records  are  required,  the  appropriate  record! s)  will  be  requested 
using  the  BT  number  that  was  just  received.  The  flow  will  show 
only  the  PFR  being  requested  but  the  MPRJ  or  both  records  are 
also  possible  combinations  of  records  requests. 

7.  The  DCRB  will  pull  the  requested  PFR  from  the 
records  file  and  add  it  to  the  BT.  The  BT,  PFR,  and  request  will 
then  be  logged  out  to  the  CSB. 
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8.  The  CSB  will  receive  and  log  In  the  BT.  They  will 
prepare  authorization/ col lection  docunents.  If  required.  They 
will  also  code  the  DA  Fora  3684  and  post  a copy  of  the  Inquiry  to 
the  PFK.  The  customer  will  depart  the  CSB.  Another  copy  of  the 
Inquiry  annotated  with  aR:..Mr  or  action  taken  will  be  forwarded 
to  the  customer's  unit.  The  BT,  authorizatlon/col lection  docu- 
ment (If  aqy),  the  OA  Fora  3684,  and  PFR  will  be  logged  out  to 
the  SQIB. 

9.  The  SgiB  will  log  the  BT  In.  The  DA  Fonii  3684  will 
be  edited.  Substantiating  docments  will  be  Identified  and 
numbered.  A copy  of  the  authorizatlon/col lection  docunent  and 
the  OA  Form  3684  (copy  2)  will  t>e  posted  to  tie  PFR.  The  dupli- 
cate of  the  BT,  PFR,  and  substantiating  docunents  will  be  logged 
out  to  the  DCRB. 

10.  The  DCRB  will  receive  the  BT  and  log  It  In.  The 
substantiating  docunent  will  be  reviewed  to  Insure  It  Is  correct. 
The  documentation  will  then  be  separated  and  processed  as 
follows: 

a.  The  duplicate  BT  will  be  placed  In  the  BT  Sus- 
pense File. 

b.  The  PFR  will  be  returned  to  the  records  file. 

c.  The  substantiating  docunents  will  be  placed  In 
the  Substantiating  Docunent  File. 

11.  The  SQIB  will  data  reduce  the  DA  Form  3684 
(copy  1)  to  a punched  card  and  then  file  It.  The  punched  cards 
will  be  80-80  listed  and  then  edited  for  data  reduction  errors. 
Once  the  cards  are  correct,  a JUMPS  message  will  be  prepared. 

The  JUMPS  message  and  cards  will  be  transmitted  to  USAFAC  via 
AUTOOIN.  The  JUMPS  message  number  will  be  annotated  on  the  orig- 
inal BT.  The  BT  will  then  be  logged  out  to  the  DCRB. 

12.  The  original  BT  will  be  received  by. the  DCRB  and 
logged  In.  The  original  BT  will  be  matched  with  the  duplicate  BT 
In  the  suspense  file.  The  duplicate  will  be  destroyed  and  the 
original  placed  In  the  BT  File.  On  a JUMPS  processing  month 
basis,  the  substantiating  documents  will  be  forwarded  via  mall  to 
USAFAC. 

H.  Processina  Actions  Requiring  RFO  and  SIOPERS  Input 
(e.g.,  promotions)  (Fig  3-11) 
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[ 1.  The  unit/PAC  will  prepare  and  forward  the  UTL  in 

I triplicate  with  the  attached  docunents  to  the  SQIB. 

I 2.  Documents  will  be  forwarded  to  the  OCRS  by  the  com- 

mand and  outside  activities. 

3.  The  SQIB  will  receive  and  review  the  UTL.  Once 
correct,  the  UTL  will  be  logged  in.  The  documentation  will  be 
separated  and  processed  as  follows: 

a.  The  original  UTL  will  be  returned  to  the 

unit/PAC. 

b.  The  duplicate  copy  of  the  UTL  will  be  filed. 

c.  The  triplicate  copy  of  the  UTL  and  docunents 
will  be  forwarded  to  the  OCRB. 

4.  OCRB.  The  DCRB  will  receive  and  review  the  docu- 
mentation. Documents  will  be  separated  lAW  the  routing  guide 
contained  as  Annex  B to  Chapter  10,  this  manual.  This  particular 
narrative  and  flow  chart  outline  the  flow  action  documents 
requiring  RFO  and  SIDPERS  input.  This  narrative  will  show  the 
processing  of  a local  proimotion  as  an  example  of  this  type  of 
processing.  Promotions  require  both  records  and  result  in  both 
SIDPERS  and  JUMPS  input.  Other  actions  may  require  only  a single 
record  and  may  result  in  input  to  only  one  of  the  two  data  bases. 
The  actions  will  be  forwarded  to  the  action  branch  under  BT  con- 
trol but  without  the  records.  The  DCRB  will  prepare  BT(A)  in 
duplicate  and  forward  the  action  document  to  the  action  branch. 

5.  This  action  is  shown  for  the  PMB  but  may  also  be 
AAB,  depending  on  the  type  action.  The  PMB  will  receive  the  BT 
and  log  it  in.  When  the  branch  is  ready  to  work  tlie  action  and 
the  records  are  required,  they  will  request  the  record  from  the 
DCRB. 

6.  DCRB  (request  for  records).  The  DCRB  will  receive 
the  request  for  records.  They  will  prepare  the  BT{B)  in  dupli- 
cate and  attach  the  MPRJ  and  PFR  that  they  pulled  from  the 
records  file.  They  will  log  BT{B),  request  for  records,  MPRJ, 
and  PFR  out  to  the  requesting  branch. 

7.  Upon  receipt  of  the  requested  records,  PMB  will 
review  the  records  and  prepare  an  RFO,  The  RFO  will  be  sent  to 
the  ASD,  where  the  order  is  published.  The  published  order  will 
be  distributed  to  PMB  where  they  will  process  the  required 

I action,  code  the  SIDPERS  input,  post  the  records,  and  prepare  aqy 
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required  forwarding  documentation.  They  will  delete  the  initial 
action  document  from  BT(A)  and  add  it  to  BT(B).  The  BT(B),  for- 
warding documentation,  coded  input,  and  records  will  be  logged 
out  to  the  SQIB. 

8.  The  SQIB  will  receive  the  BT  and  log  it  in  and  edit 
the  transaction.  Substantiating  documents  will  be  identified. 
After  edit,  the  duplicate  BT,  forwarding  docunentation,  and  the 
MPRJ  and  PFR  will  be  logged  out  to  the  XRB. 

9.  The  DCRB  will  receive  BT(B)  and  log  it  in.  The 
documentation  will  then  be  separated  and  processed  as  follows: 

a.  The  duplicate  BT(B)  will  be  placed  in  the  BT 

Suspense  File. 

b.  The  MPRJ  and  PFR  will  be  returned  to  the 

records  file. 

c.  The  forwarding  doc  mentation  will  be  sent  to 

the  addressee. 

10.  SQIB  (Data  Reduction  and  SIOPERS  Run) 

a.  Data  Reduction.  The  SIDPERS  input  docments 
will  be  data  reduced  producing  punclied  cards.  The  coded  input 
docments  will  be  filed.  The  punched  cards  will  be  batched  for 
the  SIDPERS  cycle  run.  The  batched  cards  will  be  forwarded  to 
the  DPA  where  the  SIDPERS  cycle  will  be  run. 

b.  Processing  after  SIDPERS  cycle  run.  The  DPA 
will  forward  the  JUMPS  by-product  cards  and  tlw  SIDPERS  output 
back  to  the  SQIB.  The  P-49  Report  is  uniquely  identified  as  a 
part  of  the  SIDPERS  output.  The  substantiating  docments  will  be 
nmbered  from  the  P-49  Report.  A JUMPS  message  will  be  prepared. 
The  message  and  cards  will  be  transmitted  via  AUTOOIN  to  USAFAC. 
Both  the  SIDPERS  cycle  nmber  and  the  JUMPS  message  nmber  will 
be  annotated  on  the  original  BT.  The  annotated  BT  will  then  be 
forwarded  to  the  DCRB.  The  P-49  Report  and  substantiating 
docments  will  be  forwarded  to  the  DCRB.  Distribution  will  oe 
made  of  the  other  SIDPERS  output. 
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11.  The  DCRB. 

a.  Processing  the  original  BT(B).  The  original 
BT(B)  will  be  received  by  the  OCRB  and  logged  In.  The  original 
BT  will  be  matched  with  the  duplicate  BT  In  the  suspense  file. 

The  duplicate  will  be  destroyed  and  the  original  placed  In  the  BT 
File. 

b.  Processing  Substantiating  Dociments.  The  DCRB 
will  receive  and  review  the  substantiating  documents  and  the  P-49 
Report.  After  review  and  once  correct,  the  P-49  and  substantia- 
ting documents  will  be  filed.  On  a JIMPS  processing  month  basis, 

the  substantiating  documents  will  be  forwarded  by  mall  to  USAFAC.  i 

12.  If  ar\y  actions  remain  on  BT(A),  they  will  be  | 

worked  and  forwarding  documentation  prepared.  If  no  actions  j 

remain,  annotate  “actions  completed"  In  the  remarks  section  of  ] 

the  BT.  The  BT  and  forwarding  docunentatlon  (If  at\y)  will  then  j 

be  logged  out  to  the  DCRB.  | 

13.  The  DCRB  will  receive' BT(A)  and  log  It  In.  The  \ 

documentation  will  be  separated  and  processed  as  follows: 

a.  The  original  BT  will  be  placed  In  the  BT  File. 

b.  The  forwarding  docunentatlon  (If  any)  will  be 
sent  to  the  addressee. 

c.  The  duplicate  BT  will  be  destroyed. 

I.  Processing  Local  Payments  (Fig  3-12). 

1.  The  customer  will  come  to  the  CSB  as  a walk-in,  on 
an  appointment  basis,  or  as  a part  of  In/out  processing.  The 

customer  will  fill  out  an  Inquiry  form.  Should  a local  pay  be  j 

warranted,  the  CSB  will  use  a preassigned  BT  to  request  the  PFR.  j 

2.  The  DCRB  will  receive  the  request  for  records  on 
the  preassigned  BT.  They  will  pull  the  PFR  from  the  records 
file,  add  It  to  the  BT,  and  log  the  BT  out  to  CSB. 

3.  Upon  receipt  of  the  PFR,  the  CSB  will  prepare  a DA 
2139  (Military  Pay  Voucher)  for  the  local  pay.  They  will  code 
the  DA  Form  3684  for  collection  and  code  ary  additional  required 
DA  Form  3684s.  The  supervisor  will  then  review  the  voucher  and 
approve  It.  The  customer  will  be  escorted  to  Disbursing  Branch 
for  payment  of  the  DA  Form  2139. 
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4.  Disbursing  Branch  will  pay  the  customer.  The  cus' 
toroer  Is  given  copy  4 of  the  DA  Form  2139.  Copy  2 of  the  DA  Form 
2139  Is  forwarded  to  the  CSB.  Disbursing  then  completes  DD  Form 
117  (Military  Pay  Voucher)  (I.e.,  It  Is  annotated  with  a pre- 
assigned JUMPS  message  nunber  A,  the  number  will  be  received  from 
the  SQIB).  The  documentation  will  then  be  separated  and  proc- 
essed as  follows: 

a.  Copy  5 of  the  DD  Form  117  and  Copy  5 of  the  DA 
Form  2139  will  be  forwarded  to  the  SQIB,  where  they  will  be  filed 
In  the  DD  Form  117  File. 

b.  Copy  3 of  the  DD  Form  117  and  Copy  3 of  the  DA 
Form  2139  will  be  filed  In  tlie  Disbursing  Branch. 

c.  Copy  2 and  4 of  the  DD  Form  117  and  copy  1 of 
the  DA  Form  2139  will  be  forwarded  via  mall  to  USAFAC. 


Accounting. 


0.  Copy  1 of  the  DD  Form  117  will  be  forwarded  to 


5.  Upon  receipt  of  copy  2 of  the  DA  Form  2139,  the  BT, 
DA  Form  3684  for  collection,  and  PFR  will  be  logged 

out  to  the  SQ13. 

6.  The  SQIB  will  log  the  BT  In.  The  DA  Form  36b4s 
will  be  edited.  Substantiating  documents  will  be  Identified  and 
nunbered.  Copy  2 of  the  DD  Form  2139  and  the  DA  Form  3684s  (copy 
2)  will  be  posted  to  the  PFR.  The  duplicate  of  the  BT,  PFR,  and 
substantiating  docments  will  oe  logged  out  to  the  DCRB. 

7.  The  DCRB  will  receive  the  BT  and  log  It  In.  The 
substantiating  document  will  be  reviewed  to  Insure  they  are 
correct.  The  documentation  will  be  separated  and  processed  as 
fol lows: 


pense  File. 


a.  The  duplicate  BT  will  be  placed  In  the  BT  Sus- 


b.  The  PFR  will  be  returned  to  the  records  file. 


c.  The  substantiating  docments  will  be  placed  In 
the  Substantiating  Docment  File. 

8.  The  SQIB  will  data  reduce  the  DA  Form  3684s 
(copy  1)  to  punched  cards.  The  DA  Form  3684  (copy  1)  will  be 
filed.  The  punched  cards  will  be  80-80  listed  and  then  edited 
for  data  reduction  errors.  The  cards  for  collection  of  local  pay 
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will  be  separated  from  the  remainder  of  the  punched  cards  and 
processed  as  follows: 

a.  Local  pay  cards.  The  suns  on  these  cards  will 
be  totaled  and  compared  with  the  DD  Form  117  in  the  DD  Form  117 
File.  Should  there  be  any  discrepancies  in  the  total  of  the 
card":  and  the  DD  Form  117,  the  SQI3  will  reconcile  the  differ- 
ences with  Disbursing  Branch.  A JUMPS  message  will  be  prepared 
using  the  same  nunber  preassigned  for  the  DD  Form  117.  The  DD 
Fonn  117  will  be  refiled.  The  message  and  cards  will  be  trans- 
mitted via  AUTODIN  to  USAFAC.  The  JUMPS  message  nunber  will  be 
annotated  on  the  original  BT. 

b.  Remainder  of  JUMPS  cards.  A JUMPS  message  will 
be  prepared  for  the  remainder  of  the  cards  using  a message  nunber 
B.  The  message  and  cards  will  then  be  transmitted  via  AUTODIN  to 
USAFAC.  This  JUMPS  message  number  will  also  be  annotated  on  the 
original  BT. 

I c.  Original  BT.  The  annotated  BT  will  be  for- 

warued  to  DCRB. 

9.  The  original  BT  will  be  received  by  the  DCRB  and 
logged  in.  The  original  BT  will  be  matched  with  the  duplicate  BT 
in  t^ie  suspense  file.  The  duplicate  will  be  destroyed  and  the 
original  placed  in  the  BT  File.  On  a JUMPS  processing  month 
basis  the  substantiating  documents  will  be  forwarded  via  mail  to 
USAFAC. 


J.  Processing  Error  Listings  (Fig  3-13). 

1.  The  error  listing  will  be  received  in  duplicate 
from  the  communications  center  or  DPA. 

2.  SQIB. 

a.  The  SQIB  will  receive  and  review  the  error 
listings.  The  SQIB  will  annotate  both  copies  of  the  listings  for 
items  requiring  corrections. 

b.  If  corrections  can  be  made  without  the  records, 
the  SQIB  will  take  the  following  actions: 

(1)  Request  a BT  nuaber  from  the  DCRB. 

(2)  Prepare  a BT  in  duplicate  using  the  BT 
number  received  from  the  DCRB. 
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(3)  The  automated  Input  will  then  be  coded  on 
the  appropriate  form. 

(4)  Both  copies  of  the  error  listing  will  be 
annotated  “corrections  made,"  the  BT  nunber,  and  the  date  for  all 
errors  corrected  at  this  point  In  time. 

(5)  The  coded  Input  will  then  be  data  reduced 
and  processed  as  follows: 

(a)  JUMPS-only  input  will  be  data  reduced 
and  processed  lAU  paragraph  3-5C,  above  and  figure  3-6. 

(b)  SIOPERS-only  input  will  be  data 
reduced  and  processed  lAU  paragraph  3-5D,  above  and  figure  3-7. 

(c)  SIOPERS/JUMPS  Input  will  be  data 
reduced  and  processed  lAU  paragraph  3-5E,  above  and  figure  3-8. 

(6)  If  error  will  be  processed  In  a new  JUMPS 
processing  month  and  requires  a substantiating  docunent,  that 
previously  nunbered  document  will  be  retrieved  from  the  DCRB  and 
renumbered. 


(7)  The  JUMPS  message  nunber  and/or  SUPERS 
cycle  number  will  oe  annotated  on  the  BT.  The  BT  and  substantia- 
ting documents  will  then  be  forwarded  to  the  XRB. 

3.  The  BT  will  be  received  by  the  DCRB  from  the  SQIB. 
The  original  BT  will  be  placed  In  the  BT  file  and  tlie  duplicate 
will  be  destroyed.  Any  substantiating  docunents  will  be  filed  in 
the  substantiating  docunent  file. 

4.  For  those  errors  that  require  the  records  to  be 
reviewed  In  order  to  make  the  required  corrections,  the  SQIB  will 
forward  the  original  error  listing  (annotated  as  to  which  records 
are  required)  to  the  DCRB.  The  duplicate  copy  of  the  error  list- 
ing will  be  placed  In  the  Error  Listing  Suspense  File. 

5.  The  annotated  error  listing  wll'  be  treated  by  the 
OCRS  as  an  action  docunent.  The  BT  will  be  prepared  In  duplicate 
and  the  records  Indicated  on  the  error  listing  will  be  pulled 
frm  tiv  records  file.  The  BT,  error  listing,  and  records  will 

fee  lefffed  out  to  PPTB. 

fe.  Tfee  PFTB  will  take  the  appropriate  action  to  cor- 
fmt  vm  error.  le^  will  be  prepared  as  follows: 
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a.  For  JUMPS'Only  Input,  processing  will  be  lAW 
paragraph  3-5C,  above  and  figure  3-6. 


b.  For  SIOPERS-only  Input,  processing  will  be  lAU 
paragraph  3-5D,  above  and  figure  3-7. 

c.  For  SIDPERS/JUMPS  Input,  processing  will  be  lAW 
3-5E,  above  and  figure  3-b. 

Once  action  Is  taken  and  Input  coded,  the  BT,  error  listings,  and 
coded  Input  will  be  logged  out  to  the  SQIB. 

7.  SQIB  (Edit). 

a.  The  SQIB  will  receive  the  BT  and  log  It  In. 

b.  SQIB  will  then  perform  edits  as  follows: 

(1)  For  JUMPS-only  Input,  edit  lAW  paragraph 
3-5C,  above  and  figure  3-6. 

(2)  For  SIOPERS-only  Input,  edit  lAU  paragraph 
3-50,  above  and  figure  3-7. 

(3)  For  SIOPERS/JUMPS  Input,  edit  I AW  para- 
graph 3-5E,  above  and  figure  3-b. 

c.  After  edit,  the  error  listing  (copy  1)  will  be 
matched  with  the  duplicate  In  the  Error  Listing  Suspense  File. 

The  original  and  duplicate  copy  will  be  annotated  with  the  date 
error  corrected  and  BT  number  adjacent  to  the  corrected  line 
entry.  After  all  errors  are  corrected,  the  duplicate  error 
listing  will  be  filed  In  the  Error  Listing  Completed  File.  If 
the  error  Is  processed  In  a new  JUMPS  processing  month  and 
requires  a substantiating  document,  that  previously  numbered 
document  will  be  retrieved  from  the  OCRB  and  renunbered.  The 
duplicate  BT,  error  listing  (copy  1),  records,  and  substantiating 
documents  (If  any)  will  be  logged  out  to  the  XRB. 

8.  The  XRB  will  receive  the  BT  and  log  It  In.  The 
substantiating  docunent  will  be  reviewed  to  Insure  It  Is  correct. 
The  documentation  will  then  be  separated  and  processed  as 
follows: 

a.  The  duplicate  BT  will  be  placed  In  the  BT  Sus- 
pense File. 
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file. 


b.  The  records  will  be  returned  to  the  records 


c.  The  substantiating  documents  will  be  placed  in 
the  Substantiating  Document  File. 

d.  The  original  error  listing  will  be  destroyed 

after  review. 

9.  SQIB  (Data  Reduction) 

a.  The  SQIB  will  data  reduce  the  input  documents 

as  follows: 

(1)  For  JUMPS-only  input,  data  reduce  lAW 
paragraph  3-5C,  above  and  figure  3-6. 

(2)  For  SIDPERS-only  input,  data  reduce  lAW 
paragraph  3-5D,  above  and  figure  3-7. 

(3)  For  SIDPERS/JUMPS  input,  data  reduce  lAW 
paragraph  3-5E,  above  and  figure  3-8. 

b.  After  data  reduction,  the  SIDPERS  cycle  run, 
and  transmission  of  JUMPS  messages,  the  BT  will  be  annotated  with 
the  SIDPERS  cycle  numoer  and/or  the  JUMPS  message  nunber.  The 
original  BT  will  be  logged  out  to  tfie  DCRB. 

lU.  The  original  BT  will  be  received  by  the  DCRB  and 
logged  in.  The  original  BT  will  be  matched  with  the  duplicate  BT 
in  the  suspense  file.  The  duplicate  will  be  destroyed  and  the 
original  placed  in  the  BT  File.  On  a JUMPS  processing  month 
basis  the  substantiating  docwients  will  be  forwarded  via  mail  to 
USAFAC. 
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DIFFERENCES  BETWEEN  INSTALLATION 
PPSD  AND  ARMY  DIVISION  PPSD 


4-1.  MISSION  OF  INSTALLATION  PPSD:  The  installation  PPSD 
provides  direct  personnel  and  pay  services  support  for  all 
persons  assigned  or  attached  to  the  installation. 

4-2.  COMMAND  AND  STAFF  RELATIONSHIPS: 

A.  Assignment.  The  Chief,  PPSD  is  responsible  to  the 
Director,  DPCA  for  the  technical  operation  of  the  PPSD  and  is 
rated  by  the  Director  (Fig  4-1). 

B.  Disbursing  Function.  The  Chief  of  an  installation 
PPSD,  unlike  his  counterpart  in  an  Army  division,  does  not  serve 
as  an  ADO.  Responsibility  for  the  disbursing  function  remains 
with  the  installation  finance  and  accounting  office  (FAO).  The 
FAO  will  physically  locate  a disbursing  capability  within  the 
working  area  of  the  CSB  of  the  PPSD  to  assist  in  providing  re- 
sponsive one-stop  service  to  the  individual  soldier.  That  dis- 
bursing capability  remains  under  the  operational  control  and 
supervision  of  the  FAO.  The  ADO,  Centralized  Pay  Operations, 
USAFAC,  is  authorized  to  accomplish  actions  based  on  JUMPS  input 
submitted  by  the  PPSD.  The  Chief,  PPSD  is  appointed  by  the  in- 
stallation commander  as  certifying  officer  for  vouchers  prepared 
by  the  PPSD  and  paid  by  the  installation  FAO.  Authority  to 
certify  may  be  delegated  in  writing  by  the  PPSD  to  selected 
branch  chiefs  in  the  PPSD.  Validation  and  authentication  of  a 
certifying  officer  will  oe  lAW  AR  37-103. 

C.  Administrative  and  Logistical  Support.  Personnel  per- 
forming duties  in  the  installation  PPSD  are  assigned  to  Head- 
quarters Company,  HQ  Commandant,  US  Ani\y  Garrison.  The  Head- 
quarters Compar\y  Commander  exercises  command  authority  over  the 
enlisted  personnel  assigned  or  attached  to  the  PPSD  and  is  re- 
sponsible for  rations,  quarters,  administration,  and  UCMJ. 

4-3.  ORGANIZATION  AND  FUNCTIONS: 

A.  Organization.  The  organizational  structure  of  the 
installation  PPSD  parallels  that  of  the  Army  division  PPSD  (Fig 
4-2).  Significant  differences  between  the  installation  PPSD 
(TDA)  and  the  Army  division  PPSD  (TOE)  are  as  follows: 
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1.  The  Disbursing  Branch  Is  replaced  by  a Disbursing 
Section  which  Is  under  direct  operational  and  technical  control 
of  the  Installation  FAQ.  The  Disbursing  Section  Is  located  In 
the  same  facility  with  the  CSB. 

2.  A separation  section  Is  formed  In  the  CSB  to  pro- 
cess separations  from  the  Anqy. 

3.  The  PPSDs  may  be  located  on  small  Installation/ ac- 
tivities that  are  not  organized  to  provide  computer  support. 

When  this  condition  exists,  the  personnel  staffing  of  the  DCRB 
will  be  augmented  to  control  the  flow  of  computer  Input  documents 
between  the  PPSD  and  the  Installation  providing  the  computer 
support.  Paragraph  1-2,  this  manual  furnishes  guidance 
pertaining  to  a PPSD  without  data  reduction  capability. 

B.  Functions.  Functional  responsibilities  of  the  Instal- 
lation PPSD  are  essentially  Identical  to  those  performed  by  the 
Army  ollvislon  PPSD.  Differences  between  the  Installation  and  the 
division  PPSDs  are  primarily  Identified  to  the  separation  sec- 
tion Identified  In  preceding  subparagraph  4-3A  above.  Disbursing 
and  collection  functions  of  the  Disbursing  Section  are  Identical 
to  those  performed  by  the  Disbursing  Branch  supporting  an  Arsy 
division.  Activity  of  the  Disbursing  Section  Is  reported  on  the 
money  account  papers  to  the  FAD. 

Functions  of  the  Separation  Section  are  as  follows: 

1.  Review  Individual's  eligibility  for  separation. 

2.  Accomplish  final  disposition  of  Individual's 
records  and  reports. 

3.  When  required,  provide  logistical  support  (e.g., 
billeting,  messing,  transportation)  for  personnel  being 
separated. 

4.  Provide  counseling  concerning  personal  problems 
Incident  to  transition  from  military  to  civilian  life. 

5.  Perform  necessary  data  conversion  coding  for 
actions  completed. 

6.  Complete  final  separation. 

7.  Certify  disbursement  transactions  specified  by 
Chief,  PPSD. 

8.  Prepare  and  compute  final  separation  vouchers. 
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4-4.  FLOW  OF  pOCUMENTS/DATA:  Reference  Is  made  to  paragraph  3- 
5,  thi s manual . Documentation  flow  within  the  Installation  PPSD 
Is  Identical  to  the  documentation  flow  within  a division  PPSD. 
This  standardization  among  PPSDs  simplifies  the  training  of  per- 
sonnel and  finance  specialists  and  permits  an  Individual  to  PCS 
between  PPSDs  without  loss  of  time  required  to  become  familiar 
with  new  procedures. 

4-5.  PERSONICL  STAFFING;  Chapter  6.  this  manual  contains  per- 
sonnel  staffing  guidance  prepared  In  a modified  TOR  format  that 
can  provide  assistance  in  Identifying  the  proposed  distribution 
of  personnel  spaces  in  a PPSO. 
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DIFFERENCES  BETWEEN  AREA  SUPPORT  PPSD 
AND  ARMY  DIVISION  PPSD 


I 5-1.  MISSION  OF  AREA  SUPPORT  PPSD:  A PPSD,  ADMINCO,  isesta- 

i bllshed  to  provide  military  perwnnel  and  pay  support  on  an 

I area/ population  basis  to  all  nondivislonal  military  personnel  and 

units.  When  authorized,  the  PPSD  with  MTOE  or  TDA  augmentation 
[ will  pay  local  national.  Department  of  Ariny  civilians  (DAC), 

I allied  troops,  and  Prisoners  of  War. 

I 5-2.  ADMINISTRATION  COMPANY: 


A.  Organization.  The  area  support  PPSD  Is  organized  as  an 
organic  part  or  the  ADMINCO  (Figure  5-1),  Personnel  and  Adminis- 
tration Battalion  (P&A  Bn).  A TOE  has  not  been  approved  for  the 
area  support  PPSD  and  the  ADMINCO,  however,  preliminary  proposed 
staffing  guidance  In  TOE  format  Is  provided  In  Chapter  6,  this 
manual . 


B.  Organizational  Concepts. 

1.  General.  The  ADMINCO  (P4A  Bn)  Is  organized  to  pro- 
vide only  unit  administration  to  the  PPSD.  Based  upon  geographi- 
cal and  population  constraints,  there  may  be  more  tlian  one 
ADMINCO  assigned  to  a P&A  Bn.  However,  each  corps  and  field  army 
will  be  assigned  only  one  P&A  Bn  (Fig  5-2). 

2.  Command  and  Control.  Unit  administration  responsi- 
bilities of  the  company  commander  are  tlie  same  as  those  performed 
by  his  counterpart  In  the  Army  division. 

3.  Relationship  to  P&A  Bn.  The  commander  of  the  P&A 
Bn  Is  under  the  command  of  the  COSCOM/FASCOM/TACOM  commander, 
whichever  Is  appropriate.  The  P&A  Bn  Is  not  routinely  Included 
In  the  personnel  and  pay  channel  between  the  PPSD  and  the  sup- 
ported headquarters  or  unit.  The  P&A  Bn  provides  logistical,  ad- 
ministrative, and  maintenance  support  or  coordination  to  the 
ADMINCO.  The  P&A  Bn  commander  exercises  special  court  martial 
and  nonjudiclal  punishment  jurisdiction  over  all  officers  and 
warrant  officers  assigned/attached  to  the  PPSD  and  ADMINCO. 
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5-3.  PPSD: 


A.  Organization  and  Functions.  The  area  support  PPSO  Is 
organized  In  a manner  Identical  to  that  of  the  division  PPSD  (Fig 
3-2}.  Functions  performed  by  the  area  support  PPSO  are  also 
Identical  to  those  assigned  to  the  division  PPSD  (refer  to  para 
3-4,  this  manual). 

B.  Flow  of  Documents/Data.  The  standardized  flow  of  1n- 

. formation  and  data  within  the  division  PPSD  also  pertains  to  the 

I area  support  PPSO. 

[' 

I C.  Relationship  to  Supported  Commanders.  Unit  commanders 

i receiving  support  from  the  area  support  PPSD  retain  the  authority 

I and  responsibility  Inherent  to  commanders  In  the  personnel 

management  of  Individuals  In  their  commands  without  the  authority 
[ to  supervise  the  PPSD  providing  personnel  and  pay  support.  The 

[ area  support  PPSO  will  assist  the  unit  commanders  by  providing 

responsive  and  accurate  personnel  and  pay  support. 
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CHAPTER  6 
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TENTATIVE  PERSONNEL  STAFFING  GUIDANCE 


i 6-1.  GENERAL.  j 

A.  A PPSD  is  formed  tay  consolidating  a PSO/COMPACT  unit  j 

and  the  military  pay  functions  (to  include  military  travel 

function)  of  a FAO.  Personnel  staffing  of  the  PPSD,  however,  is  | 

I not  simply  a transfer  of  individuals  and  their  related  tasks  from 

f the  old  personnel  and  pay  elements.  The  consolidation  has  estab-  I 

11  shed  controls  and  edits  that  are  new  to  the  personnel  functions 
and  has  also  resulted  in  a newly  structured  document  work  flow. 

For  example,  the  former  Personnel  Records  Branch  is  dissolved 
upon  consolidation  and  its  functions  are  distributed  among  the 
DCRB,  PPT6,  and  CSB,  while  its  personnel  are  distributed  through- 
out the  PPSD.  Since  the  PPSD  services  the  same  population  as 
that  supported  by  the  former  elements,  it  is  possible  to  deter- 
mine the  total  staffing  requirements  from  the  available  perform- 
ance standards:  however,  it  is  not  impossible  to  use  those  same 
standards  to  distribute  or  breakdown  the  total  personnel  staffing 
among  the  branches  and  sections  of  the  PPSD.  The  performance 
standards  dictated  by  AR  570-2  (Fig  6-1)  represent  only  the 
methodology  for  determining  total  PPSD  direct  worker  staffing 
guide  in  Figure  6-2  represents  a distribution  based  upon  a combi- 
nation of  traditional  staffing,  DA  guidelines,  and  lessons 
learned. 

B.  Development  and  approval  of  a Manpower  Authorization 
Criteria  (MACRIT)  before  preparation  of  a TOE  involves  a detail- 
ed, complex  project  as  described  in  AR  570-2.  Accomplishment  of 
a MACRIT  study  for  personnel  staffing  of  a PPSD  requires  the 
collection  and  analysis  of  historical  data  that  was  not  available 
at  the  time  this  manual  was  published.  Exact  TOE  authorizations 
can  not  be  developed  until  several  PPSDs  are  organized  and  a 
sufficient  broad  base  has  been  formed  to  obtain  MACRIT  data. 

C.  TOE  personnel  staffing  is  determined  by  computing  the 
number  of  direct  workers  by  using  the  performance  standards  in 
Chapter  10,  AR  570-2.  Supervisot^  personnel  spaces  are  added  by  a 
Judgment  based  on  the  nunber  and  MOS  of  the  nimber  of  direct 
workers  computed. 


t 
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D.  TDA  personnel  staffing  Is  derived  by  computing  from 
the  appropriate  DA  Pamphlet  In  the  570  series,  the  total  nunber 
of  spaces  to  be  assigned.  The  number  of  direct  workers  when 
needed  Is  obtained  by  deducting  the  supervisors  and  Indirect 
workers  from  the  total  staffing. 

6-2.  METHODOLOGY  FOR  DETERMINING  TENTATIVE  PPSD  STAFFIM6. 

A.  The  methodology  employed  in  AR  570-2  was  employed  to 
develop  tentative  personnel  staffing  guidance  for  each  type  PPSD 
(division,  COSCOM,  and  TOA). 

B.  Performance  standards  for  determining  the  nunber  of 
direct  workers  for  the  following  PPSD  work  activities  were  taken 
directly  from  Section  I,  Chapter  10,  AR  570-2. 


Work  Activity 


Performance  Standards 


Personnel  Records  .9297  manhours  per  pers  served  per  month 

Personnel  Actions  .3151  manhours  per  pers  served  per  month 

Personnel  Management  .3899  manhours  per  pers  served  per  month 

C.  Performance  standards  for  the  finance  work  activities 

were  taken  from  HQ  TRAOOC  Organization  Directorate  Bulletin  #10- 
76,  1 Oct  76. 


Category 


Performance  Standard  for  One  Year 
9.5916 


111  9.5004 

D.  A MTOE  performance  standard  of  9.0480  for  finance  work 
activities  was  obtained  by  deleting  the  wartime  allowance  factors 
(e.g.,  manhours  expended  by  units  participating  In  NACRIT  - 
strength  serviced  x 12  months  - standard  for  peacetime 
operations). 

E.  Performance  standards  for  SlOPERS/data  reduction  and 
data  base  management  were  computed  from  the  contents  of  the 
letter,  DAAG-PAP-A  (M)  (8  May  74)  OAPC-PSF-M,  dated  8 May  1974, 
Subject:  Implementation  of  the  Consolidation  of  Military 
Personnel  Activities  (COMPACT). 
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13  direct  workers 


F.  Productive  manhours  for  direct  worker  positions  were 
obtained  from  paragraph  2-7  of  AR  57U-2  and  paragraph  2-17  of  DA 
Pam  570-4. 


Category 


Productive  Manhours  Per  Year 


TOA/Garrison  Operations  1807 

G.  Supervisor  and  Indirect  worker  personnel  spaces  were 
obtained  from  the  prototype. 

6-3.  COMPUTATION  OF  NUMBER  OF  DIRECT  WORKERS  (TOE  i TDA). 

A.  The  formula  for  determining  the  number  of  direct 
workers  required  to  staff  a PPSD  Is  as  follows: 

Monthly  performance  standard  x 12  months  (Note:  finance 
has  a yearly  standard)  x nunber  of  troops  supported  i number  of 
productive  manhours  - total  nunber  of  direct  workers. 

B.  Using  the  above  formula,  the  nunber  of  direct  workers 
required  for  each  type  PPSD  supporting  16,000  troops  Is  computed 
as  shown  In  figure  6-1. 

6-4.  PROPOSED  DISTRIBUTION  OF  PERSONNEL  SPACES. 

Figure  6-2  contains  an  example  of  distribution  of  personnel 
spaces  In  the  three  types  of  PPSD s,  each  supporting  16,000 
troops.  Using  the  formula  In  paragraph  6-3,  above  and  adjusting 
for  the  nunber  of  troops  supported,  a staffing  distribution  can 
be  computed  for  any  size  PPSD.  The  nunber  of  personnel  spaces 
required  for  a division  or  a COSCOM  PPSD  In  garrison  Is  Identical 
for  like  work  activities  as  a PPSD  formed  as  a TDA  element  sup- 
porting the  same  nunber  of  troops.  Each  PPSD  uses  the  same 
procedures  and  nunber  of  productive  manhours  while  In  garrison. 
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DIVISION  COSCOM 


PARA  LN 

DESCRIPTION 

GR  MOS  BR  DPL 

GAR 

DPL 

GAR 

TDA 

NOTE 

01 

COMPANY  HQ 

02 

OFFICE  OF  AG 

03 

Ai»aN  sves  DIV 

+ 

+ 

04 

RECREATION  SVCS  DIV 

05 

POSTAL  DIV 

06 

REPLACEMENT  DIV 

07 

BAND 

08 

PERS  & PAT  SVCS  DIV 

01 

Chief,  PPSD 

LTC  44/42  1 

1 

1 

1 

1 

1 

02 

Asst  Chief 

NAJ  42/44  1 

1 

1 

1 

1 

2 

03 

PPSD  NCO 

B9  75Z50/NC  1 

1 

1 

1 

1 

73Z50 

04 

CLK  TYPIST 

B5  71L20  1 

1 

1 

1 

1 

2 

PARA  TOTAL 

4 

4 

4 

4 

4 

* This  proposed  staffing  guide  is  not  designed  to  support  the  number  of  direct 
workers  per  work  activity  as  established  by  the  performance  standards  outlined 
In  figure  6-1.  It  is  designed  as  a workable  distribution  of  the  total  number 
of  supervisors,  direct  and  Indirect  workers  for  each  type  PPSD  In  figure  6-1. 

+ A PPSD  providing  area  support  and  formed  from  a Personnel  Service  Co  and  a 
Finance  Co  (TOE  12-67H  and  14-500  H respectively)  will  be  staffed  to  perform 
functions  for  which  the  ADH  Sves  Dlv  Is  responslblle.  When  this  occurs,  total 
staffing  of  the  COSCOM  PPSD  is  Increased  by  the  16  personnel  spaces  authorised 
by  TOE  12-67  and  Is  decreased  by  the  number  of  personnel  spaces  Identified  In 
paragraph  09  (Adm  Sec)  appearing  on  page  1-6-6  of  this  user  manual. 

Figure  6-2 
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PROPOSED  PERSONNEL  STAFFING  GUIDE  (CON'T) 


PARA  LN  DESCRIPTION 

GR  MOS  BR 

DIVISION 
DPL  OAR 

COSCOM 
DPL  GAR 

TDA 

NOTE 

09 

AI»aN  SEC 

01 

AIRIIN  SUPV 

E6  71L30  NC 

1 

1 

1 

2 

02 

CLK  TYPIST 

E4  71L10 

1 

2 

1 

2 

2 

2 

03 

CLK  TYPIST 

E3  71L10 

2 

3 

2 

3 

3 

2 

PARA  TOTAL 

3 

6 

3 

6 

6 

10 

Q'A  SBC 

01 

SEC  CHIEF 

E7  73C40  NC 

1 

1 

1 

1 

1 

2 

02 

QUALITY  ASSURANCE  SGT 

E6  75Z30  NC 

1 

1 

1 

1 

1 

2 

03 

QUALITY  ASSURANCE  SP 

15  73C20 

1 

1 

0 

1 

1 

2 

04 

PERS  RODS  SP 

E4  75D10 

1 

2 

1 

2 

2 

2 

05 

PERS  ACTKHIS  SP 

E4  75E10 

1 

1 

1 

1 

1 

2/7 

PARA  TOTAL 

5 

6 

4 

6 

6 

11 

DOC  CON  & RCDS  BR 

01 

BR  CHIEF 

CPT  44 

1 

I 

1 

1 

1 

2 

02 

PERS  SUPV 

E8  75Z50  NC 

1 

1 

1 

1 

1 

2 

03 

CLK  TYPIST 

E4  71LiO 

1 

1 

1 

1 

1 

2 

PARA  TOTAL 

3 

3 

3 

3 

3 

12 

RCDS  FILING  SEC 

01 

SEC  CHIEF 

LT  42 

1 

1 

1 

1 

1 

2/3 

02 

SR  PAY  SGT 

E6  73C30  NC 

1 

1 

1 

1 

1 

2 

03 

SR  PAY  SP 

ES  73C20 

2 

3 

2 

3 

3 

2 

04 

PAY  SP 

E4  73C10 

4 

5 

3 

5 

5 

2 
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PROPOSED  PERSOliNEL  STAFFING  GUIDE  (CON'T) 


PARA  LN  DESCRIPTION 


DIVISION  COSCOM 

GR  MOS  BR  DPL  GAR  DPL  GAR  TDA  NOTE 


PAY  SP 


E3  73C10  NC  3 


SR  PER  RECD  SP 


E5  75D20 


PER  RECD  SP 


E4  7SD10 


PERS  RCDS  SP 


E3  75D20 


PARA  TOTAL 


23  27  21  27  27 


CONTROL  SEC 


SEC  CHIEF 


E7  73C30  NC  1 


FINANCE  SP 


E5  73C20 


FINANCE  SP 


E4  73C10 


SR  PERS  RECD  SP 


E5  75D20 


PER  RECD  SP 


E4  75D10 


PARA  TOTAL 


8 11  8 11  11 


DISTRIBUTION  SECTION 


SEC  CHIEF 


E6  71L30  NC  1 


ADMIN  SP 


E5  71L20 


AI»(IN  SP 


E4  71L10 


DISTR  CLK 


E3  71L10 


PARA  TOTAL 


PERS  & PAY  TRANSACTION  BR 


BR  CHIEF 


LT  44 


PERS  SGT 


E7  75Z40  NC  1 1 


SR  PAY  SGT 


E6  73C30  NC  1 
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PROPOSED  PERS(»INEL  STAFFING  GUIDE 
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DIVISION  COSCOM 

PARA  LN  DESCRIPTION  GR  MOS  BR  DPL  GAR  DPL  GAR  TDA  NOTE 


04 

SR  PAT  SP 

E5  73C20 

2 

4 

2 

4 

4 

2 

05 

PAY  SP 

E4  73C10 

5 

7 

4 

7 

7 

2 

06 

PAY  SP 

E3  73C10 

3 

4 

2 

4 

4 

2 

07 

PERS  RCDS  SP 

E5  75D20 

3 

5 

3 

5 

e 

2 

08 

PERS  RCDS  SP 

E4  75D10 

4 

7 

3 

7 

7 

2 

09 

PERS  RCDS  SP 

E3  75D10 

3 

5 

3 

5 

5 

2 

10 

CLK  TYPIST 

E3  71L10 

1 

1 

1 

1 

1 

2 

PARA  TOTAL 

24 

36 

21 

36 

36 

ACTIONS  & AFFAIRS  BR 

01 

BR  CHIEF 

WO  711A 

1 

1 

1 

1 

1 

2 

02 

PERS  SGT 

E7  75240  NC 

1 

1 

1 

1 

1 

1 

03 

PERS  ACTIONS  SGT 

E6  75230  NC 

1 

2 

1 

2 

2 

2 

04 

SR  PERS  ACTION  SP 

E5  75E20 

4 

5 

4 

5 

5 

2 

05 

PERS  ACTIONS  SP 

E4  75E10 

8 

11 

6 

11 

11 

2 

06 

PER  ACTIONS  SP 

E3  75E10 

6 

6 

4 

6 

6 

2 

07 

PERS  RECD  SP 

E4  75D10 

1 

1 

1 

1 

1 

2 

08 

PERS  RECD  SP 

E3  75D10 

2 

2 

1 

2 

2 

2 

09 

CLK  TYPIST 

E3  71L10 

1 

1 

1 

1 

1 

2 

PARA  TOTAL 

25 

30 

20 

30 

30 

PERS  MGT  BR 

01 

BR  CHIEF 

CPT  42 

1 

1 

1 

1 

1 

02 

TEST  CONTROL  OFF 

WO  71 lA 

1 

1 

1 

03 

SR  PERS  M6MT  SUPV 

E8  75250  NC 

1 

1 

1 

1 

1 

2 
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PBOPOSED  PERS(XINEL  STAFFING  GUIDE  (CON'T) 


PARA  LN  DESCRIPTKM 

04  PERs  worn  SUPV 

05  PERS  MQIT  SUPV 

06  PERS  MGT  SP 

07  PERS  MGT  SP 

08  PERS  MGT  SP 

09  PERS  RCDS  SP 

10  PERS  RCDS  SP 

11  CLK  TYPIST 
PARA  TOTAL 

18  SYS  QUAL  & INTERFACE 

01  BR  CHIEF 


' DIVISION  COSCOM 

GR  MOS  BR  DPL  GAR  DPL  GAR  TDA  NOTE 

E7  75Z40  NC  1 1 1 1 1 2 

E6  75Z30  NC  2 3 2 3 3 2 

E5  75C30  8 10  8 10  10  2 


E4  75C10 
E3  75C10 
E4  7SD10 
E3  75D10 
E4  71L10 


03  FIN  OPNS  CHIEF 

04  CLK  TYPIST 


PARA  TOTAL 


CPT  42 


02  DATA  PROCESSING  HO  WO  741 


9 12  9 12  12  2 

8 11  8 11  11  2 


34  45  32  45  45 


E8  73Z50  NC  1 
E4  71L10  1 


TRANSACTION  EDIT  SEC 

01  SEC  CHIEF 

02  FINANCE  SGT 

03  FINANCE  SP 

04  FINANCE  SP 

05  FINANCE  ASST 

06  PERS  RCDS  SP 


E7  75Z40  NC  1 
E6  73C30  NC  1 
E5  73C30  4 
E4  73C10  3 
E3  73C10  1 
E5  75D30  2 
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PROPOSED  PERSONNEL  STAFFING  GUIDE  (CON'T) 


PARA  LN 

DESCRIPTION 

GR  MOS 

BR 

DIVISION 
DPL  GAR 

COSCOM 
DPL  GAR 

TDA 

NOTE 

07 

PERS  RCDS  SP 

E4  75D10 

2 

4 

2 

4 

4 

2/7 

08 

PER  RCDS  SP 

E3  75D10 

1 

2 

0 

2 

2 

PARA  TOTAL 

15 

24 

11 

24 

24 

20 

AUDIT  SECTION 

01 

SEC  CHIEF 

E7  73C30  NC 

1 

1 

1 

1 

1 

2 

02 

SR  PERS  RECD  SP 

E6  75Z20 

3 

3 

3 

3 

3 

2 

03 

SR  FINANCE  SP 

E6  73C20 

2 

3 

2 

3 

3 

2 

PARA  TOTAL 

6 

7 

6 

7 

7 

21 

INPUT/OUTPUT  CONTROL 

SECTION 

01 

SEC  CHIEF 

E7  75Z30 

NC 

1 

1 

1 

1 

1 

2/7 

02 

DISTR  SP 

E5  71L20 

1 

1 

1 

1 

1 

2 

03 

DISTR  SP 

E4  71L20 

3 

3 

2 

3 

3 

2 

04 

SR  PERS  RECD  SP 

E5  75D20 

2 

3 

2 

3 

3 

2/7 

OS 

PERS  RECD  SP 

E4  75D10 

2 

3 

2 

3 

3 

2/7 

06 

CARD  PUNCH  OP 

E4  74B20 

2 

3 

2 

3 

3 

2 

07 

CARD  PUNCH  OP 

E3  74B20 

3 

3 

2 

3 

3 

2 

PARA  TOTAL 

14 

17 

13 

17 

17 

22 

DATA  BASE  MGT  SEC 

01 

SEC  CHIEF 

E6  75Z30 

NC 

1 

1 

1 

1 

1 

,2/7 

02 

PROGRAMMER  ANALYST 

E5  74F20 

1 

1 

1 

1 

1 

2/2 

03 

DATA  ANALYST 

E5  75D20 

2 

3 

1 

3 

3 

2/7 

04 

DATA  ANALYSIS  SP 

BS  73C20 

1 

2 

1 

2 

2 

2/7 
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PROPOSED  PERSONNEL  STAFFING  GUIDE  (CX)N'T) 


DIVISION  COSCOM 


PARA  LN 

DESCRIPTION 

6R  MOS 

BR 

DPL 

GAR 

DPL 

GAR 

TDA  NOTE 

05 

DATA  ANALYSIS  SP 

E4  75D10 

1 

2 

1 

2 

2 2/7 

06 

DATA  ANALYSIS  SP 

E3  75D10 

1 

1 

1 

1 

1 1 

PARA  TOTAL 

7 

10 

6 

10 

10 

23 

CUSTOMER  SVC  BR 

01 

BR  CHIEF 

CPT  44 

1 

1 

1 

1 

1 

02 

SR  PERS  SGT 

E8  75240 

NC 

1 

1 

1 

1 

1 

03 

CLK  TYPIST 

E4  71L10 

1 

1 

1 

1 

1 2 

PARA  TOTAL 

3 

3 

3 

3 

3 

24 

INQUIRY  SEC 

01 

SEC  CHIEF 

E7  73C40 

NC 

1 

1 

1 

1 

1 2 

02 

PERS  SGT 

E6  75240  NC 

1 

1 

1 

1 

1 2 

03 

SR  PAY  SP 

E5  73C20 

2 

3 

2 

3 

3 2 

04 

PAY  SP 

E4  73C20 

5 

6 

4 

6 

6 2 

05 

PAY  SP 

E3  73C20 

2 

3 

1 

3 

3 

06 

SR  PERS  RCDS  SP 

E5  75D20 

1 

1 

1 

1 

1 

07 

PERS  RCDS  SP 

E4  75D10 

1 

2 

1 

2 

2 2 

08 

PERS  RCDS  SP 

E3  75D10 

2 

2 

1 

3 

3 

09 

PERS  ACTIONS  SP 

E4  75E20 

1 

2 

1 

2 

2 2 

10 

PERE  MGT  SP 

E4  75C20 

1 

2 

1 

2 

2 2 

PARA  TOTAL 

17 

23 

14 

24 

24  2 

5 

IN/OUT  PROCESSING  SEC 

01 

SEC  CHIEF 

E7  75240  NC 

1 

1 

1 

1 

1 2 

02 

FINANCE  SGT 

E6  73C30  NC 

1 

1 

1 

1 

1 2 
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DIVISION  COSCOM 


PARA  LN 

DESCRIPTION 

GR  MOS  BR 

DPL 

GAR 

DPL 

fiAR 

TDA 

NOTE 

03 

SR  PAY  SP 

E5  73C20 

1 

2 

1 

2 

2 

2 

04 

PAY  SP 

E4  73C10 

2 

3 

2 

3 

3 

2 

05 

PAY  SP 

E3  73C10 

1 

2 

1 

2 

2 

06 

PERS  RODS  SP 

E5  75D20 

2 

4 

2 

4 

4 

2/7 

07 

PERS  RCDS  SP 

E4  75D10 

5 

7 

4 

7 

7 

2/7 

08 

PERS  RCDS  SP 

E3  75D10 

6 

7 

5 

7 

7 

09 

PERS  MGT  SP 

E4  75C10 

1 

2 

1 

2 

2 

2 

10 

PERS  MGT  SP 

E3  75C10 

1 

1 

1 

1 

PARA  TOTAL 

21 

30 

18 

30 

30 

26 

TRAVEL  SEC 

01 

SEC  CHIEF 

E6  73C30  NC 

1 

1 

1 

1 

1 

2 

02 

TRAVEL  SP 

E5  73C20 

2 

3 

2 

3 

3 

2 

03 

TRAVEL  ASST 

E4  73C10 

2 

3 

1 

3 

3 

2 

04 

TRAVEL  CLK 

E3  73C10 

1 

1 

1 

1 

1 

PARA  TOTAL 

6 

8 

5 

8 

8 

27 

SEPARATION  SEC 

4 

01 

SEC  CHIEF 

CPT  42 

1 

02 

PERS  SGT 

E7  75Z40  NC 

1 

2 

03 

FINANCE  SGT 

E6  73C30  NC 

1 

2 

04 

SR  PAY  SP 

E5  73C20 

2 

2 

05 

PAY  SP 

E4  73C10 

5 

2 

06 

PAY  SP 

E3  73C10 

2 

COPPER 
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PROPOSED  PERSONNEL  STAFFING  GUIDE  (CON'T) 


DIVISION  COSCOM 


PARA  LN 

DESCRIPTION 

GR 

MOS 

BR 

DPL 

GAR 

DPL 

GAR 

TDA  NOTE 

07 

PERS  RODS  SGT 

E6 

75Z30 

NC 

1 2 

08 

PERS  RODS  SGT 

E5 

75D20 

2 2 

09 

PERS  RCDS  SP 

E4 

75D10 

5 2 

10 

PERS  RCDS  SP 

E3 

75D10 

4 

PARA  TOTAL 

24 

28 

DISBURSING  BR 

5 

01 

BR  CHIEF 

LT 

44 

1 

1 

1 

1 

02 

FINANCE  SGT 

E6 

73C30 

NC 

1 

1 

1 

1 

2/6 

03 

DISBURSING  SP 

E5 

73C20 

3 

5 

3 

5 

2/6 

PARA  TOTAL 

5 

7 

5 

7 

PPSD  TOTAL 

234 

310 

280 

311 

328 

NOTES: 

1.  This  Is  a major  slot  in  a PPSD  organized  by  a TDA. 

2.  TDA  space  may  be  filled  by  civilian. 

3.  This  Is  a E-7  75D40  space  In  a PPSD  organized  by  a TDA 

4.  Only  a PPSD  organized  by  a TDA. 

5.  Only  a PPSD  organized  from  a TOE.  A PPSD  organized  by  a TDA 
receives  disbursing  support  from  the  Installation  Finance  and 
Accounting  Office. 

6.  Additional  personnel  staffing  must  be  added  If  TOE  element  Is 
assigned  responsibility  for  a commercial  accounts  function. 

7.  Must  have  an  ASI  of  W5. 
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BREAKOUT 

BY  GRADE  AND  MOS 

1 

; 

OF  PROPOSED 

PERSONNEL  STAFFING 

GUIDE  FOR  TOE  AND  TDA  PPSD  SERVICING 

- 

GRADE 

16,000  SM. 

TOE 

NUMBER  PERCENTAGE 

TDA 

NUMBER 

PERCENTAGE 

E3 

55 

23Z 

76 

23Z 

E4 

82 

35Z 

126 

38Z 

E5 

53 

22Z 

75 

22Z 

E6 

18 

7X 

23 

7Z 

E7 

10 

4Z 

11 

3Z 

E8 

4 

2Z 

4 

IZ 

E9 

1 

*X 

1 

*Z 

WO 

2 

IZ 

3 

IZ 

01 

3 

IZ 

2 

IZ 

03 

4 

2Z 

5 

IZ 

s 04 

1 

*Z 

1 

*Z  1 

05 

1 

*Z 

1 

*Z 

il 

Totals : 

234 

lOOZ 

328 

lOOZ 

• 

MOS 

42 

4 

2Z 

5 

: 

2Z 

44 

5 

2Z 
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CHAPTER  7 
CONTINUENCY  PLAN 

7-1.  POLICY;  Formation  of  a PPSO  does  not  degrade  the  capa- 
blllty  of  the  personnel  support  services  system  (SIDPERS  and 
JUHPS-Am\y)  to  respond  to  various  emergency  conditions. 

7-2.  TYPES  OF  EMERGENCIES;  For  purposes  of  this  manual* 
emergency  conditions  encompass  the  following  situations;  the 
JUMPS  central  computer  facility  Is  unable  to  update  the  master 
file  or  to  prepare  LES  for  the  PPSD;  a computer  facility  updating 
SIDPERS  In  the  field  cannot  function  as  required;  a unit  deploys 
to  an  area  of  operations  (AO)  without  Its  personnel  and  pay 
records;  elements  of  a unit  deploy  to  an  AO  In  phases;  and  a unit 
deploys  In  full  strength  to  an  AO. 

7-3.  JUMPS  CENTRAL  COMPUTER  SITE;  Section  III,  Chapter  7, 

AR  37-101 -i  Identifies  actions  to  be  taken  by  the  field  finance 
unit  when  the  JUMPS  central  computer  facility  becomes  Inoperative 
or  payment  documents  are  not  received  by  the  field  finance 
office;  that  section  alsoappHesio  the  PPSO.  The  PPSD  has  the 
same  capability  as  a finance  unit  operating  In  a separate  mode  to 
reconstruct  pay  record  and  to  make  local  payments  when  the  cen- 
tral computer  Is  Inoperative. 

7-4.  TEMPORARY  LOSS  OF  COMPUTER  SUPPORT;  Under  the  COPPER 
concept,  Inability  of  a computer  facility  to  support  division  or 
corps  troops  for  a short  period  of  time  will  not  only  prevent 
updating  of  the  SIOPERS  records,  but  will  also  prevent  prepara- 
tion of  SIOPERS/JUMPS  Interface  cards.  It  Is  anticipated  that 
when  the  division  or  corps  computer  facility  Is  Inoperative  there  j 

will  be  sufficient  computer  support  from  other  elements  to  main-  | 

tain  only  the  logistical  function.  Computer  support  for  the  i 

military  personnel  and  pay  functions  may  therefore  be  given  sec-  ] 

condary  priority*  As  a result  and  as  an  Interim  measure  until  j 

computer  support  Is  restored  or  additional  computer  support  Is  j 

obtained,  the  affected  PPSDs  must  manually  prepare  all  personnel/  ] 

pay  actions  and  temporarily  suspend  normal  personnel  reporting 
procedures  required  under  SIOPERS. 
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A.  Manual  Processing  of  Pay  Actions. 

1.  Originators  of  JUMPS  only  transactions  and  pay 
related  actions  that  would  normally  be  generated  by  the  SIDPERS- 
JUMPS  Interface  will  follow  the  procedures  as  currently  outlined 
In  Part  III,  this  manual.  The  only  change  In  processing  these 
actions  through  the  PPSD  Is  the  action  branches  will  manually 
code  DA  Forms  3684  for  personnel  pay  related  input  that  would 
normally  be  produced  by  the  Interface. 

2.  The  manually  prepared  DA  Forms  3684  will  be 
attached  to  and  an  annotation  made  on  the  BT  that  is  controlling 
the  flow  of  the  related  SIOPERS  docunent.  The  BT  with  the 
SIDPERS  Input  forms  and  added  DA  Forms  3684  will  be  processed  to 
the  SQIB  for  edit  and  preparation  of  the  punch  card. 

3.  The  punch  cards  are  transmitted  to  the  USAFAC  by 
the  normal  manner.  The  BT  will  be  annotated  accordingly  and  held 
In  suspense  with  the  SIDPERS  Input  forms  until  computer  support 
Is  restored  or  obtained. 

B.  Suspension  of  Personnel  Reporting. 

1.  Originating  and  processing  DA  Forms  3816  will  be 
lAW  Part  II,  this  manual,  except  that  BTs  with  the  SIDPERS  Input 
Forms  will  be  placed  In  suspense  In  the  SQIB  until  computer  sup- 
port Is  restored  or  obtained.  Manual  updating  of  SIDPERS  reports 
will  be  Initiated  to  monitor  strength  accounting  Information. 

2.  Once  computer  support  is  restored,  the  SIDPERS 
Input  Forms  held  In  suspense  will  be  separated  from  the  BT  and 
processed  lAU  Part  II,  this  manual.  JUMPS  Input  cards  produced 
as  a by-product  of  updating  the  SIDPERS  will  be  machine  matched 
with  previously  transmitted  JUMPS  cards  held  In  suspense. 

Matched  cArds  are  destroyed.  Mismatches  are  reconciled  and  the 
JUMPS  master  file  corrected  as  appropriate. 

7-5.  DEPLOYMENT  WITHOUT  RECORDS; 

A.  Proposed  concepts  for  military  puy  and  personnel  sup- 
port of  a deployed  US  Anqy  unit  to  an  AO,  which  does  not  have  an 
existing  administrative  base  or  developed  US  military  facility, 
provides  that  the  unit  will  be  deployed  with  abbreviated 
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personnel/pay  records  (APPR).  Under  such  conditions,  the 
MPRJ/RFR  for  personnel  of  divisions  and  of  separate  brigades  will 
remain  at  the  administrative  base.  The  MPRJ/PFR  for  personnel  of 
other  units  will  be  maintained  by  the  Corps  PPSD  at  the  adminis- 
trative base.  The  MPRJ/PFR  for  Individual  replacements  will  be 
hand-carried  oy  the  replacements  to  the  CONUS  staging  area  where 
the  APPR  will  be  separated  for  the  MPRJ  (or  prepared  If  avail- 
able). The  MPRJ/PFR  will  be  sent  to  the  appropriate  custodian  of 
the  records.  The  Individual  replacements  will  hand-carry  the 
APPR  to  the  AO.  Military  personnel  located  In  the  AO  will 
receive  direct  support  from  a FAST  that  will  file  and  maintain 
the  APPR  for  each  deployed  Individual.  The  APPR  will  contain  a 
copy  of  the  DA  Form  2 and  may  contain  copies  of  DA  Form  41  and 
the  leave  and  earning  statements  (LES). 

B.  Responsibilities  and  composition  of  a FAST,  during 
Initial  phase  of  deployment.  Is  contingent  upon  availability  of 
aircraft  flights  and  electronic  communications,  strength  of  the 
deployed  forces,  and  security  of  the  AO  support  base.  It  Is 
anticipated  that  Initial  priority  will  be  placed  upon  strength 
accounting,  casualty  reporting  and  replacement  operations. 
Recommendations  for  promotions,  awards  and  decorations,  etc., 
will  be  forwarded  to  force  administrative  base  for  processing. 

As  a minimum,  the  FAST  must  be  capable  of  performing  the 
following  functions: 

1.  Casualty  reporting. 

2.  Personnel /pay  Inquiries  processing. 

3.  Military  pay  functions  to  Include  limited  commer- 
cial transaction  support. 

4.  Replacement  processing. 

5.  Strength  accounting. 

6.  Miscellaneous  personnel  services. 

7.  Records/ document  control. 

7-6.  DEPLOYMENT  BY  ECHELON:  Units  deploying  In  phases  to  an  AO 
will  also  be  supported  by  a FAST.  Strength  of  a FAST  will  be 

1-7-3 


COPPER 


Increased  as  additional  elements  (battalion  or  brigade  size)  are 
phased  Into  the  AO.  A oeterml nation  as  to  when  the  Chief  of  the 
PPSO,  the  HPRJ/PFK,  and  the  remainder  of  the  PPSD  are  deployed  Is 
Influenced  by  the  commander's  estimate  as  to  length  of  the  emer- 
gency, Intensity  of  the  conflict,  and  possible  changes  to  the 
contingency  force's  objective.  Conceptually,  the  entire  PPSD 
should  be  deployed  when  It  Is  apparent  that  the  support  un1t(s) 
will  be  In  the  AO  for  an  extended  period  and  the  environment  will 
permit  the  PPSD  to  operate  as  designed. 

7-7.  DEPLOYMENT  AT  FULL  STRENGTH:  The  PPSD  will  operate  without 
procedural  changes  within  the  AO  when  fully  deployed  with  the 
supported  un1t(s).  Curtailment  of  responsibilities  by  deleting 
of  tasks  or  reports  will  be  directed  by  DA.  Ideally,  a deployed 
PPSD  will  be  geographically  located  close  to  the  supporting  com- 
puter facility.  When  the  situation  requires  that  all  deployed 
PPSDs  be  located  In  a centralized  area  of  the  corps  rear,  the 
PPSDs  will  use  the  FAST  concept  for  providing  service  to  the  sup- 
ported un1t(s). 

7-8.  CONCEPT  OF  FAST  OPERATIONS; 

A.  The  personnel  and  pay  direct  support  mission  of  the 
PPSD  Is  not  changed.  A PPSD  FAST  will  be  deployed  with  the 
supported  unit  to  administer  direct  support  to  the  SM.  The  FAST 
operates  as  the  deployed  unit's  coordinating  point  for  all  PPSD 
actions. 

B.  FAST  personnel  management  functions  will  be  limited  to 
personnel  strength  reporting,  casualty  reporting,  and  replacement 
processing. 

1.  Actions  taken  In  response  to  personnel  reporting 
requirements  will  be  primarily  those  that  support  the  readiness 
posture  of  the  unit  In  the  AO.  Unit  manning  reports  will  be  mon- 
itored to  Insure  adequacy  of  personnel  fill.  Personnel  require- 
ments will  be  forwarded  to  the  PPSD  (-)  for  requisitioning 
action. 

2.  Assignment/ reassignment  actions  of  personnel  In  the 
AO  will  be  performed  by  the  FAST  as  directed. 
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3.  Promotions,  awards,  ITT  requests,  discharges  and 
such  other  personnel  generated  actions  will  be  received  by  the 
FAST,  but  forwarded  to  the  PPSD  (-)  for  completion  of  action. 

4.  Personnel  and  pay  systems  Information  changes  will 
be  Input,  as  they  occur,  by  the  FAST  to  the  PPSD  (-)  for  updating 
appropriate  systems  records.  Unit  Input  will  be  processsed  to 
the  FAST  by  each  battalion  PAC. 

5.  All  management  Information  regarding  personnel  In 
the  AO  will  be  provided  by  automated  reports  prepared  by  the  PPSD 
(-)  and  forwarded  to  the  FAST. 

i 

6.  The  DA  Form  2 will  be  the  principle  document  main- 
tained In  the  APPR.  It  will  be  used  principally  as  a locator 
document  filed  by  UIC.  Copies  of  Individual  personnel  and  pay 
actions  and  Inquiries  generated  In  the  AO  will  be  filed  In  t>ie 
APFR. 

C.  Military  Pay.  The  FAST  will  operate  as  a Class  B agent 
office  of  the  parent  PPSD.  Finance  actions  accomplished  by  the 
FAST  will  Include  processing  cash  payments  and  collections,  pro- 
viding services  for  carrying  conversion  transactions  and  support- 
ing limited  commercial  account  actions  such  as  small  claims, 
dally  hire  of  local  nationals,  and  acbnini storing  Imprest  funds. 

0.  Administrative  and  logistical  support  of  the  FAST  will 
be  provided  by  the  support  element  supporting  the  deployed  unit. 

7-9.  CONTINGENCY  PLANNING  FOR  REGIONAL  PPSDs: 

A.  General  Description.  Regional  PPSDs  are  elements  that 
provide  personnel  service  support  and  military  pay  support  to 
commanders  and  personnel  of  the  United  States  Army,  Europe,  and 
tenant  units  (when  applicable)  stationed  In  Its  geographic  area 
of  responsibility.  Personnel  service  support  and  military  pay 
support  Is  provided  on  a geographic  basis  and  cuts  across  command 
lines. 

B.  Authorization  Document  Formulation.  Authorization 
documents  will  be  formulated  for  all  commands  authorized  a PPSD. 
Slots  from  these  authorization  documents  will  then  be  transferred 
to  the  TDA  authorization  docunent  for  the  regional  PPSD. 
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Annotations  will  be  made  In  the  remarks  section  of  the  corommand's 
authorization  document  as  to  which  regional  PPSD  the  slots  were 
transferred.  Additionally*  annotations  will  be  made  in  the  re- 
gional PPSDs*  authorization  document  as  to  the  command  from  which 
these  slots  were  received.  Care  must  be  taken  to  insure  the 
incumbent  performs  duty  in  the  precise  slot  and  MOS  that  was 
transferred  from  the  command  authorization  document.  This  is 
necessary  to  preclude  retraining*  should  contingency  plans  re- 
quire the  dissolution  of  the  regional  PPSD  and  the  reconstitution 
of  the  command  PPSD.  Slots  from  the  command  authorization 
document  will  be  allocated  to  the  regional  PPSDs  in  proportion  to 
the  portion  of  the  command  serviced  by  each  regional  PPSD. 

C.  Contingency  Plan  I - Regional  PPSDs  remain  intact  and 
displace  on  order.  These  PPSDs  will  continue  to  provide  person- 
nel service  support  and  military  pay  support  on  a regional  basis 
in  the  new  AO.  Should  a serviced  unit  move  from  the  area  of 
support  of  regional  PPSD-1  to  the  area  of  support  of  regional 
PPSD-2,  the  MPRJ  and  PFR  of  that  serviced  unit  and  the  propor- 
tional number  of  PPSD  slots  of  the  major  command  supported  by  re- 
gional PPSD-1  will  be  transferred  to  regional  PPSD-2.  Addition- 
ally* the  incumbents  in  tte  transferred  slots  will  also  be  trans- 
ferred and  appropriate  annotations  made  on  the  authorization 
documents  of  both  the  gaining  regional  PPSD  and  the  m^or 
command's  PPSD  authorization  document. 

D.  Contingency  Plan  II  - Regional  PPSDs  are  dissolved  and 
command  PPSDs  reconstituted.  On  order,  the  positions*  incun- 
bents,  and  MPRJ  and  PFR  of  the  various  regional  PPSDs  will  be 
transferred  back  to  the  command  from  which  they  originated.  The 
command  PPSD  will  then  be  constituted  and  provide*  along  command 
lines  rather  than  by  geographic  area*  personnel  service  and  mili- 
tary pay  support  for  the  comnand.  Retraining  will  be  minimal  as 
all  personnel  will  have  been  used  in  their  proper  position  and 
MOS.  (e.g.,  before  contingency*  Division  A has  zero-balanced  its 
command  PPSD  authorization  documents  and  has  allocated  those 
slots*  incumbents,  and  records  to  three  regional  PPSDs  (RPPSD-1* 
RPPSD-2,  and  RPPSD-3)).  At  this  time.  Division  A receives 
support  from  RPPSD-1,  RPPSD-2*  and  RPPSD-3  on  a geographic  basis. 
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Hostilities  erupt  and  Contingency  Plan  II  Is  put  Into  operation. 
RPPSO-1,  RPPSD-2,  and  RPPSD-3  transfer  slots.  Incumbents,  and 
records  back  to  Division  A and  division  PPSD  will  be 
reconstituted.  This  division  PPSD  then  provides  support  along 
command  lines.) 
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CHAPTER  8 

SUPPORT  OF  PERSONNEL  CONTROL  FACILITY 

AND  NON-ACTIVE  ARMY  PERSONNEL 

8-1.  GENERAL;  The  basic  responsibility  of  the  PPSO  Is  to 
provide  military  pay  and  personnel  support  to  the  active  Anqy.  A 
PPSO  assigned  responsibility  to  support  a personnel  control 
facility  (PCF)  or  US  Army  Reserve  (USAR)  and  National  Guard  (NG) 
units  must  receive  additional  personnel  staffing  lAU  applicable 
DA  staffing  guides. 

8-2.  PERSONNEL  CONTROL  FACILITY:  Concept  of  Operations,  Pre- 
PPSD.  Current  directives  Identifying  the  organizational 
structure  and  personnel  staffing  guidance  of  a PCF  provide  for 
establishment  of  a Personnel  Processing  Branch.  This  branch 
contains  an  I/OP  Section,  Personnel  Actions  and  Affairs  Section, 
and  a Personnel  Records  Section.  Finance  support  to  the  PCF  Is 
provided  by  the  Installation  FAO  In  a normal  manner  with  one 
exception:  I.e.,  the  filing  of  the  PFR  of  persons  held  In  the 
control  facility.  These  PFRs  are  flagged  and  maintained  In  a 
file  area  separate  from  the  other  records. 

8-3.  ORGANIZATION  OF  PPSO  WITH  PCF  RESPONSIBILITY; 

A.  A PPSO  will  not  be  formed  solely  to  provide  military 
pay  and  personnel  support  to  a PCF  (See  Fig.  1-1  and  para  4-3, 
this  manuap.  Responsibility  for  providing  that  support  will  be 
given  to  a PPSO  formed  from  a TOA  and  having  primary  responsibil- 
ity to  support  an  Installation.  During  organization  of  a new 
PPSO  having  the  additional  responsibility  of  supporting  a PCF, 
the  personnel  and  material  assets  of  the  existing  Personnel  Proc- 
essing Branch  will  be  added  to  those  transferred  from  the  FAO  and 
MILPO. 


B.  The  Personnel  Processing  Branch  will  be  redesignated  as 
the  PCF  Processing  Section,  and  operate  as  a subelement  of  the 
CSB  (See  Fig.  8-1). 
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C.  Tasking  the  PPSD  with  the  support  of  PCF  does  not  Imply 
that  the  PPSD  Is  responsible  for  accounting  and  controlling  pris- 
oner's personal  property  and  funds.  Provisions  of  AR  210-174 
remain  In  effect  after  organization  of  a PPSD. 

8-4.  FUNCTIONS  AND  RESPONSIBILITIES.  PCF  PRXESSING  SECTION: 

A.  The  PCF  Processing  Section  Is  organized  into  the 
Administration  Team,  Finance  Support  Team,  and  Personnel  Support 
Team.  This  specific  organizational  alignment  Is  necessitated  by 
the  procedural  concepts  of  manual  pay,  SIDPERS  processing  without 
utilization  of  the  SIDPERS-JUMPS  Interface  (accomplished  by 
utilizing  the  Confinement  Facility  UIC,  not  the  PCF  permanent 
party  UIC,  to  Inhibit  production  of  SIDPERS-JUMPS  Interface  by- 
product cards),  separate  A-Z  file  for  personnel  (MPRJ)  and 
finance  (PFR)  records,  and  organic  administrative  support. 

B.  Chief,  PCF  Processing  Section.  Reporting  directly  to 
the  Chief,  CSB,  the  section  chief  supervises  the  timely  process- 
ing of  personnel  returned  to  military  control  from  unauthorized 
absence  and  directs  personnel  and  pay  services  necessary  to 
support  judicial  or  administrative  disposition  of  these  returned 
personnel . 

C.  Administrative  Team.  Provides  administrative  and 
SIDPERS  support  to  the  PCF  Commander  and  the  PCF  Processing 
Section.  The  team  performs  the  following  functions  pertaining  to 
the  returnee: 

1.  Prepares  and  publishes  all  orders. 

2.  Prepares  SIDPERS  Input  DA  Pam  6UU-8-1  and  maintains 
applicable  SIDPERS  reports  and  Personnel  Data  Cards. 

a.  Submits  arrival  transactions. 

b.  Submits  organizational  strength  reports  (OSTR). 

c.  Submits  duty  status  changes  (DYST). 

d.  Submits  departure  transactions  (DPRT)  to  the 
Separation/Transfer  Point  or  unit  of  reassignment  as  applicable. 
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e.  Receives  and  processes  DA  Forms  4187  from  the 
PCF  Operations  Section. 

3.  Coordinates  medical  services,  transportation,  and 
personal  services. 

0.  Finance  Support  Team  (FST).  Provides  military  pay 
support  for  returnees.  Functions  listed  as  follows: 

1.  Accomplishes  PFR  In  and  out  processing. 

a.  Obtains  PFR  or  necessary  Information  required 
to  establish  pay  account. 

b.  Prepares  temporary  finance  records  as  required. 

c.  Processes  all  pay  documents. 

'd.  Maintains  PFR  In  a secured  A-Z  file  and  Insures 
corresponding  charge-out  cards  are  forwarded  to  the  DCRB 
reflecting  location  of  the  PFRs. 

3.  Processes  and  coordinates  all  pay  related 

Inquiries. 

E.  Personnel  Support  Team  (PST).  Provides  military 
personnel  support  for  returnees.  Functions  listed  as  follows: 

1.  Accomplishes  MPRJ  In  and  out  processing. 

a.  Obtains  MPRJ  or  necessary  Information  required 
to  establish  personnel  file. 

b.  Prepares  temporary  MPRJ  as  required. 

c.  Prepares  SIDPERS  Input  (DA  Pam  6UU-8-2)  as 

required. 

d.  Processes  all  personnel  related  document  . 

2.  Maintains  MPRJ  In  a secured  A-Z  file,  and  Insures 
corresponding  charge-out  cards  are  forwarded  to  the  DCRB 
reflecting  location  of  the  MPRJs. 
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3.  Obtains  and  processes  reassignment  Instructions/ 
orders  for  those  returnees  reinstated  to  active  Army  duty  status. 

4.  Processes  and  coordinates  a11  personnel  related 
Inquiries  for  returnees. 

5.  Coordinates/Insures  accomplishment  of  physical  ex- 
aminations. 

6.  Coordinates  scheduling  of  ID  Card  and  ID  Tags  ser- 
vice from  CSB. 

8-5.  CONCEPT  OF  OPERATIONS.  PCF  PROCESSING  SECTION: 

A.  A PCF  Processing  Section  Is  designated  as  a subelement 
of  the  CSB  and  operates  as  a mlnl-CSB  within  a remote  area.  The 
Chief,  PCF  Processing  Section  may  be  delegated  voucher  certifying 
authorl  ty. 

B.  The  general  flow  of  records  and  transactions  within  a 
PCF  Processing  Section  for  processing  Incoming  personnel  are 
Identified  as  follows: 

1.  The  Administrative  Section  will  receive  returnee 
and  accomplish  necessary  assignment  orders  and  sidpers  input. 

Appropriate  transmittal  letters  to  forward  SIDPERS  Input  to  the 
PPSD  (DCRB)  will  be  accomplished.  Returnees  are  then  escorted 
to  the  FST  ani  PST. 

2.  Members  of  the  FST  and  PST  will  conduct  Initial 
Interviews,  prepare  temporary  MPRJs  and  PFRs  as  required,  prepare 
necessary  action  documents  and  automated  Input  forms,  and  If 
appropriate  request  the  returnees'  parent  PPSD  to  forward  his/her 
records  to  tlie  PCF,  complete  Inprocessing  audits  and  actions, 
place  PFRs  and  MPRJs  In  their  respective  A-Z  files,  and  forward 
SIDPERS  Input  to  the  Administrative  Team  (the  Administrative  Team 
will  forward  PST  Input  to  the  PPSD  (DCRB)).  Pay  vouchers  will  be 
forwarded  through  the  Administrative  Team  to  Disbursing  for 
appropriate  payments  provided  the  Chief,  PCF  Processing  Section 
has  certifying  authority;  otherwise,  vouchers  will  be  forwarded 
to  tlie  Chief,  CSB,  for  certification. 


1-8-5 


COPPER 


8-6.  SUPPORT  OF  NON-ACTIVE  ARMY  PERSONNEL:  Concept  of 
Operations.  A PPSD  having  the  additional  responsibility  of 
supporting  non-active  Ariny  personnel  will  accomplish  pay  and 
personnel  services  support  by  maintaining  the  personnel  (MPRJ) 
and  finance  records(Financ1al  Data  Records  Folder  (FDRF))  sepa- 
rately within  the  CSB;  In  this  Instance  the  CSB  must  receive  ad- 
ditional personnel  staffing  lAU  applicable  DA  staffing  guides  to 
fond  a Special  Actions  Section. 

8-7.  GENERAL:  Maintenance  and  processing  of  non-active  Army  pay 
and  personnel  records  will  be  accomplished  as  follows: 

A.  In  and  outprocessing  will  be  accomplished  In  the  same 
manner  Indicated  in  this  manual  for  active  Army  personnel  by 
Special  Actions  Section  personnel. 

B.  Records  maintenance  and  pay  voucher  preparation  will  be 
the  responsibility  of  this  element. 

C.  Procedures  for  FDRF  records  maintenance  are  Indicated 
In  Part  8,  AR  37-104-3. 

D.  Procedures  for  MPRJ  records  maintenance  are  indicated 
In  applicable  AR  600  series  regulations. 

E.  For  all  records  maintained  by  this  element,  correspond- 
ing charge-out  cards  will  oe  forwarded  for  file  to  tlie  DCRB 
reflecting  the  location  of  the  respective  records. 

8-8.  REFERENCES: 

A.  AR  37-101-1 

B.  AR  37-104-3 

C.  AR  640-2-1 

D.  AR  640-10 

E.  DA  Pam  600-8  series 
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CHAPTER  9 


ADMINISTRATIVE  SECTION 


9-1.  GENERAL.  The  Administrative  Section  Is  organized  to 
provide  routine  administrative  support  to  the  PPSO.  This  section 
Is  not  Intended  to  provide  total  support  but  serves  to  reduce 
administrative  workload  within  the  PPSD.  When  required,  the 
Administrative  Section  will  also  provide  reproduction, 

messenger  support,  and  administrative  processing  for  all 
printing. 

9-2.  UTILIZATION  OF  EXISTING  REGULATIONS.  This  chapter  Is 
designed  to  supplement  existing  personnel  and  pay  regulations/ 
guidance  which  will  continue  to  be  used.  When  a conflict  exists 
between  this  manual  and  cited  references,  the  provisions  of  this 
manual  will  prevail. 

9-3.  REFERENCES. 

A.  AR  340-15. 

B.  AR  340-18  Series. 

C.  AR  380-5. 
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CHAPTER  10 

DOCUMENT  CONTROL  AND  RECORDS  BRANCH  (DCRB) 

10-1.  GENERAL.  The  DCRB  Is  organized  Into  the  Distribution, 
Records  Filing,  and  Control  Sections.  Individual  SOPs  are 
prepared  for  unique  procedures  not  Identified  In  existing  regula- 
tions and  guidance.  Those  SOPs  that  outline  document  flow  are 
supported  by  flow  charts  Included  as  Annex  A to  this  chapter. 

The  functions  and  responsibilities  of  the  DCRB  are  outlined  In 
Chapter  of  this  manual.  Preparation  of  the  branch  DAR  Is 
covered  In  paragraph  2-3,  this  manual. 

10-2.  UTILIZATION  OF  EXISTING  REGULATIONS.  This  chapter  Is 
designed  to  supplement  existing  personnel  and  pay  regula- 
tions/ guidance  which  will  continue  to  be  used.  When  a conflict 
exists  between  the  manual  and  cited  references,  the  provisions  of 
this  manual  will  prevail. 
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10-3.  SOP  NUMBER  1.  RECORDS  FILING  PROCEDURES 


A.  General.  The  three  types  of  files  that  will  be 
maintained  in  every  PPSO  are  Centralized  A-Z,  Sensitive  Record 
File,  and  Suspended  Records  File  (for  those  records  suspended  lAU 
AR  600-31  and/or  AR  37-104-3).  Some  PPSDs  may  have  additional 
separate  files  for  student  personnel;  Reserve  Component  person- 
nel; personnel  assigned  to  a PCF;  and  personnel  assigned  to 
Nuclear  Surety  positions.  In  all  cases,  both  tie  MPRJ  and  the 
PFR  will  be  maintained  In  the  same  file  and  cross-referenced  In 
the  Centralized  A-Z  file  by  the  use  of  the  charge  out  records. 
Records  maintained  In  different  files  may  not  be  combined  on  the 
same  BT. 


B.  Centralized  A-Z  File. 

1.  The  records  of  personnel  will  be  filed  alphabeti- 
cally without  regard  to  unit,  grade,  or  personnel  status  in  this 
file  except  when  blocked,  loaned,  or  located  in  one  of  the  other 
files  discussed  below. 

2.  The  individual's  PFR  will  be  filed  immediately 
behind  his  MPRJ  within  the  same  file  drawer  or  shelf. 

3.  Should  two  (or  more)  SM  have  the  same  name,  the 
records  will  be  filed  within  full  name  from  low  to  high  SSN  using 
the  entire  nine  digits.  For  example.  If  a PPSD  serviced  the 
following  five  SM,  their  records  would  be  filed  in  the  following 
order: 


SMITH, 

JOHN 

PETER 

»97-52-5311 

MPRJ 

SMITH, 

JOHN 

PETER 

897-52-6311 

PFR 

SMITH, 

JOHN 

THOMAS 

341-87-6414 

MPRJ 

SMITH, 

JOHN 

THOMAS 

341-87-6414 

PFR 

SMITH, 

JOHN 

THOMAS 

518-91-3232 

MPRJ 

SMITH, 

JOHN 

THOMAS 

518-91-3232 

PFR 

SMITH, 

JOHN 

THOtiAS 

841-37-1987 

MPRJ 

SMITH, 

JOHN 

THOMAS 

841-37-1987 

PFR 
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SMITH,  JOHN  VICTOR 
SMITH,  JOHN  VICTOR 


131-14-8714 


MPRJ 


I 


131-14-8714  PFR 

4.  An  access  roster  will  be  maintained  In  the  Records 
Filing  Section.  Only  those  personnel  listed  on  this  roster  will 
be  allowed  access  to  the  A-Z  files. 

5.  During  those  times  that  the  A-Z  file  Is 
unattended,  the  files  area  will  be  secured. 

C.  Sensitive  Records  File. 

1.  The  records  of  personnel  assigned  to  the  PPSD  and 
records  of  senior  personnel  deemed  to  be  sensitive  by  C,  PPSD 
win  be  filed  In  this  separately  maintained  A-Z  file. 

2.  Records  will  be  filed  In  a locked  container  under 
the  control  of  one  primary  and  one  alternate  person  designated  by 
C,  PPSD. 

3.  Records  will  be  filed  lAW  paragraph  1U-3B  1,  2 and 

3,  above. 

D.  Suspended  Records  File. 

1.  The  records  of  personnel  suspended  lAW  AR  6U0-31 
or  AR  37-104-3  will  be  filed  In  a separately  maintained  A-Z  file. 

2.  These  records  will  be  filed  In  a separate  locked 
container  under  the  control  of  one  primary  and  one  alternate 
person  designated  by  C,  PPSD. 

3.  Records  will  be  filed  lAU  paragraph  1U-3B  1,  2, 
and  3,  above. 

E.  Additional  Files. 

1.  In  some  PPSDs,  additional  separate  files  may  be 
required  for  student  personnel,  personnel  assigned  to  a PCF, 
Reserve  Components  personnel,  and  personnel  assigned  to  Nuclear 
Surety  positions.  A separate  file  may  be  maintained  for  person- 
nel In  each  of  the  categories  listed. 
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a.  Each  file  will  be  maintained  In  a locked  container 
under  the  control  of  one  primary  and  one  alternate  person  desig- 
nated by  C,  PPSD. 

3.  Records  will  be  maintained  In  these  files  lAW 
paragraph  10-3  B 1,  2 and  3 above. 

F.  Charge  Out  Records. 

1.  A charge  out  record  will  have  the  SM's  full  name 
and  SSN  typed  or  neatly  printed  In  the  upper  left  corner.  The 
upper  right  corner  will  be  annotated  with  either  “MPRJ"  or  "PFR" 
depending  on  the  type  of  record  being  prepared.  A properly 
completed  charge  out  record  will  be  maintained  for  each  record 
filed  In  the  PPSO. 

2.  In  addition,  records  that  are  filed  lAW  paragraph 
10-3  C,  D or  E,  above  will  also  have  charge  out  records  In  the 
centralized  A-Z  file  showing  which  file  the  record  Is  physically 
being  maintained  (e.g.,  records  maintained  In  the  Suspended 
Records  File  will  have  their  A-Z  charge  out  record  annotated 
"Suspended  Records"). 

3.  When  records  are  out  of  a given  file,  the  charge 
out  record  will  be  placed  In  the  vertical  position  with  the  "out" 
visible.  When  a record  Is  In  file,  the  charge  out  record  will  be 
placed  In  the  horizontal  position  Inside  the  record  so  the  "out" 
will  not  be  visible. 

a.  When  a record  Is  out  on  a normal  block,  the 
charge  out  record  will  be  annotated  with  the  BT  number  and  the 
date  charged  out. 

b.  When  a record  Is  out  on  loan,  the  charge  out 
record  will  oe  annotated  with  the  words  "Loaned  Record,"  the  BT 
nunber,  and  the  date  charged  out. 

c.  When  a record  Is  blocked  to  CSB  for  out 
processing,  the  charge  out  record  will  be  annotated  with  the 
words  "Out  processing,"  the  BT  number,  the  appointment  date,  and 
the  date  charged  out. 

d.  When  a record  returns  to  file,  the  last 
blocked  out  entry  will  be  lined  out  on  the  charge  out  record. 
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lU-4.  SOP  NUMBER  2.  DISTRIBUTION  BREAKDOWN. 


A.  beneral.  This  SOP  covers  the  responsibilities  of  the 
Distribution  Section.  The  Distribution  Section  Is  responsible 
for  Initial  processing  of  all  distribution  received  from  outside 
the  PPSO  with  the  exception  of  the  Initial  processing  of  the  UTL 
and  the  entire  processing  of  the  DA  Form  3815  (ref  Chapter  15, 
this  manual).  This  SOP  Is  supported  by  flow  chart  contained  In 
Annex  A to  this  chapter. 

B.  Date/Time  Stamp.  Docimients  will  be  stamped.  If 
appropriate.  A perforator  type  stamp  Is  desirable.  Care  must  l^e 
taken  not  to  date  stamp  all  documents  (e.g.,  OERs,  SEERs,  EERs, 

and  Information  documents). 

C.  Sorting  Categories.  Distribution  will  be  sorted  Into 
the  following  categories:  Information  documents;  documents  to  be 
filed  In  the  MPRJ,  PFR,  or  both;  UTLs  and  contents;  requests  for 
loaned  records;  efficiency  reports;  actions  that  are  suspensed  by 
DA  Form  2445  (snowflake);  and  action  documents. 


r 
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1.  Information  Documents.  These  are  documents  that 
do  not  require  action.  A copy  of  this  type  of  document  Is  not 
required  to  be  filed  In  either  the  MPRJ  and/or  PFR,  (e.g., 
^LDIERS  magazines,  regulations,  changes  to  regulations, 
Information  messages,  DA  pamphlets,  DA  circulars,  copies  of 
SIOPERS  output  that  are  used  as  reference  rather  than  action, 
dally/weekly  bulletins,  and  policy  letters.)  These  documents  are 
distributed  to  the  appropriate  branch  without  control. 


2.  Documents  to  be  filed  In  MPRJ,  PFR,  or  both. 

These  documents  are  required  to  be  filed  In  one  or  both  of  the 
records  and  may  not  require  additional  action  (e.g.,  letters  of 
commendations,  certificates  of  ach1ever.ient,  and  some  copies  of  DA 
Form  4187  after  unit  Input  has  been  made).  These  documents  are 
processed  lAU  paragraph  10-5,  below. 


3.  UTLs  and  contents.  A UTL  Is  used  by  units  (PACs 
under  the  CABL  concept)  to  forward  documentation  to  the  PPSD. 
Initial  processing  of  the  UTL  Is  accomplished  In  the  SQIB  and 
covered  In  Chapter  15.  The  Distribution  Section  will  receive 
copy  3 of  the  UTL  and  the  UTL  contents  from  the  SQIB.  The  UTL 
and  contents  are  processed  lAW  paragraph  10-5,  below.  An  example 
of  a UTL  Is  shown  In  Appendix  E. 
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4.  OTLs.  An  OTL  Is  used  to  forward  docunentatlon  to 
the  PPSO  from  an  element  other  than  a unit  le.g.,  housing  office, 
laundry,  etc).  These  documents  are  processed  lAU  paragraph  10-7, 
below.  An  example  of  an  OTL  is  shown  in  appendix  E. 

5.  Requests  for  loaned  records.  These  requests  are 
used  by  a unit  commander,  JAG,  etc.,  to  request  the  loan  of  a 
record  outside  the  PPSO.  A DA  Form  543  is  used  for  this  request 
and  processed  lAW  paragraph  10-8,  below. 

6.  Evaluation  reports.  Evaluation  reports  are 
normally  handcarried  directly  to  the  PMB  by  the  PSNCO  or  other 
staff  members.  Should  the  Distribution  Section  receive  any 
evaluation  reports,  they  will  be  handcarried  to  the  PMB. 

7.  Actions  suspensed  by  DA  Form  2445( snowflake) . 
Actions  that  come  into  the  PPSD  under  DA  Form  2445  suspense  will 
be  forwarded  to  an  action  branch  as  designated  by  C,  PPSD.  No  BT 
control  is  required  for  these  items. 

8.  Action  Documents.  An  action  document  requires  the 

PPSD  to  take  some  action  other  than  filing  in  either  the  MPRJ  or 
HFR  or  both  (allotment  changes,  requests  for  schooling,  flagging 
actions,  AEA  code  changes^  These  documents  are  processed 

lAU  paragraph  10-9,  below. 
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10-5.  SOP  NUMBER  3.  PROCESSING  FILE  ONLY  DOCUMENTS 


A.  General.  This  SOP  covers  the  processing  of  documents 
to  be  filed  In  the  MPRJ,  PFR,  or  both  and  that  no  other  actions 
need  be  taken.  This  SOP  Is  supported  by  flow  charts  contained  In 
Annex  A to  this  chapter. 

The  Distribution  Section  Is  responsible  for  separating 
these  documents  and  forwarding  them  to  the  Control  Section. 

B.  Control  Section  Actions. 

1.  All  documents  to  be  filed  In  either  the  MPRJ,  PFR* 
or  both  will  be  reviewed  by  the  Control  Section  before  being 
forwarded  to  the  Records  Filing  Section. 

2.  The  Control  Section  will  Identify  all  "file  only" 
documents  as  either  Flle-MPRJ  or  Flle-PFR.  Should  the  document 
require  filing  In  both  records.  It  Is  the  Control  Section's 
responsibility  to  Insure  two  copies  of  the  document  are  present 
and  to  identify  one  Flle-MPRJ  and  the  other  Flle-PFR. 

3.  The  Identified  documents  will  then  be  forwarded  to 
the  Records  Filing  Section. 

C.  Records  Filing  Section  Actions. 

1.  If  the  appropriate  record  Is  In  file,  documents 
will  be  filed  lAW  AR  640-10  for  "Flle-MPRJ"  documents,  and  AR 
37-104-3  for  "Flle-PFR"  documents. 

2.  If  the  appropriate  record  Is  not  In  file  and 
charge  out  record  Indicates  either  that  record  Is  on  a normal 
block  or  a loaned  record  block,  the  following  actions  will  be 
taken: 

a.  The  BT  number  to  which  the  record  Is  charged 
out  will  oe  annotated  In  the  upper  right  corner  of  the  file 
document. 


b.  This  document  will  then  be  placed  In  the  File- 
only  Recycle  Suspense  File.  This  Is  a file  maintained  in  the 
Records  Filing  Section  for  file  documents  awaiting  the  return  of 
records  charged  out  on  BT.  Documents  will  be  filed  numerically 
from  low  to  high  by  BT  nunber  annotated  In  the  upper  right  corner 
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of  the  file  document.  The  Records  Filing  Section  Supervisor  will 
review  this  file  weekly  to  insure  it  is  current.  Clearing  of 
this  suspense  file  is  covered  in  Paragraph  lu-10,  below. 

3.  If  the  appropriate  record  is  not  in  file  and  the 
charge  out  record  indicates  that  the  record  is  in  the  outproces- 
sing  section  and  the  appointment  date  shown  on  the  charge  out 
record  has  not  passed,  annotate  “CSB"  in  the  upper  right 
corner  of  the  document.  Forward  the  document  to  Control  Section. 
Control  Section  will  forward  these  documents  to  the  outprocessing 
section  of  CSB. 

4.  If  the  appropriate  record  is  not  in  file  and  the 
charge  out  record  indicates  that  the  record  is  in  the  Outproces- 
sing Section  and  the  appointment  date  shown  on  the  Charge  Out 
Record  has  passed,  the  document  will  be  annotated  "Locator"  in 
upper  right  corner.  These  documents  will  be  forwarded  to  the 
locator  element  of  the  Control  Section.  Procedures  for  these 
documents  are  covered  in  paragraph  10-13,  below. 

b.  If  the  appropriate  record  is  not  in  file  and  the 
charge  out  record  indicates  that  the  record  is  being  maintained 
in  another  file  (Suspended  Records  File,  Sensitive  Record  File, 
etc.),  the  document  will  be  annotated  in  the  upper  right  corner 
as  to  the  file  the  record  is  being  maintained.  These  documents 
will  then  be  forwarded  through  the  Control  Section  to  the  person 
responsible  for  the  maintenance  of  those  files. 

6.  If  the  appropriate  record  is  not  in  file  and  there 
is  no  charge  out  record  in  file,  annotate  "Locator"  in  upper 
right  hand  corner  of  the  docinnent  and  forward  to  locator  element 
of  the  Control  Section.  Procedures  for  these  documents  are 
covered  in  paragraph  lU-13,  below. 


A.  General.  The  SQIB  is  responsible  for  the  initial 
processing  of  the  UTL  and  its  contents.  Once  the  SQIB  has 
completed  its  portion  of  the  processing,  they  will  forward  the 
triplicate  copy  of  the  UTL  and  contents  to  ttie  Distribution 
Section  of  the  OCRB.  The  SQIB  may  make  annotations  as  to  addi- 
tions and  deletions.  This  SOP  is  supported  by  flow  charts  con- 
tained in  Annex  A of  this  chapter. 

B.  Distribution  Section  Actions. 

1.  The  SQIB  will  forward  the  UTL  and  contents  to  the 
Distribution  Section,  where  the  following  edits  wifi  be 
conducted: 

a.  Insure  the  UTL  is  in  sequence  for  that 
unit/PAC  by  comparing  with  tt«  UTL  file  for  that  unit/PAC. 

b.  Insure  that  the  documents  shown  to  be  present 
on  the  face  of  the  UTL  are  indeed  present. 

2.  Should  any  discrepancies  arise  during  edits,  the 
Distribution  Section  will  coordinate  with  the  SQIB  to  resolve 
them. 

3.  The  documents  of  the  UTL  will  then  be  separated 
and  processed  as  follows: 

a.  The  UTL  will  be  filed  sequentially  in  a file 
maintained  for  each  unit/PAC. 

b.  Information  documents  will  be  forwarded  to  the 
appropriate  branch/section  without  control. 

c.  File  only  documents  will  be  processed  lAU 
paragraph  10-6,  above. 

d.  Action  documents  will  be  processed  lAW 
paragraph  10-9 > below. 

e.  Requests  for  loaned  records  will  be  processed 
lAU  paragraph  10-8,  below. 
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10-7 . SOP  NUMBER  b.  PROCESSING  OTLs. 

A.  General.  Input  from  elements  other  than  units  or  PACs 
(housing,  laundry,  etc.)  must  forward  documentation  to  the  PPSD 
on  a sequentially  numbered  OIL.  This  SOP  is  supported  by  flow 
charts  contained  in  Annex  A of  this  chapter. 

B.  Edits  and  Processing.  The  distribution  clerk  will 
make  the  following  edits: 

1.  Check  sequence  of  OTL. 

2.  Verify  inclosures  to  OTL  to  insure  agreement  with 
information  contained  on  the  OTL  itself. 

3.  If  there  are  errors  that  the  distribution  clerk 
can  correct,  he  will  do  so.  If  errors  are  uncorrectable,  a DL 
will  be  prepared  lAW  paragraph  10-7,  below. 

4.  If  the  OTL  contains  a DL  from  a previous  OTL,  the 
clerk  will  insure  that  errors  have  been  corrected. 

a.  If  errors  have  not  been  corrected,  a new  DL 
will  be  prepared  I AW  paragraph  10-7c,  below. 

b.  If  errors  have  been  corrected,  the  DL  Suspense 
File  will  be  cleared. 

(1)  Match  the  original  DL  from  the  unit  with 
the  duplicate  contained  in  the  DL  Suspense  File. 

(2)  Destroy  the  duplicate  DL. 

(3)  File  the  original  DL  and  the  duplicate 
OTL  in  the  OTL  Completed  File. 

5.  With  exception  of  those  OTLs  that  a DL  must  be 
prepared,  the  following  actions  will  be  taken  after  edits: 

a.  Log  OTL  in  OTL  Log.  (See  appendix  E for  an 
example  of  an  OTL  and  the  OTL  Log) 

b.  Sign  OTL. 

c.  Return  original  OTL  to  originating  element. 
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d.  File  duplicate  OTL  in  OTL  completed  file. 

e.  Separate  remaining  documents  into  categories 
and  processes  as  indicated. 

(1)  Documents  to  be  filed  in  MPRJ,  PFR,  or 
both.  These  documents  will  be  forwarded  to  the  Control  Section 
(See  paragraph  10-B,  above). 

(2)  Action  Documents.  These  documents  will 
be  forwarded  to  the  control  section.  (See  paragraph 

below). 

^ (3)  Information  Documents.  Information 

documents  will  be  forwarded  to  the  appropriate  branch/ section 
without  control. 

C.  DL  Processing.  If  errors  are  found  on  the  OTL  that 
are  uncorrectable  a DL  in  duplicate  must  be  prepared.  (An 
example  of  a DL  is  shown  in  Appendix  E.) 

1.  The  OTL  Log  will  be  annotated  to  show  that  a DL 
was  prepared  for  the  OTL  number. 

2.  The  original  DL,  duplicate  OTL,  and  any  documents 
in  error  will  be  returned  to  the  originating  element. 

3.  The  OTL  will  be  annotated  to  show  those  documents 
that  are  correct  and  will  be  processed. 

4.  The  duplicate  DL  and  the  original  OTL  will  be 
filed  in  the  DL  Suspense  File. 

5.  The  correct  documents  will  be  processed  by 
separating  them  into  categories  and  processing  I AW  paragraph  10- 
7B  Be,  above. 
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10-8.  SOP  NUMBER  6,  PROCESSING  REQUESTS  FOR  LOAMED  RECORDS. 

A.  General.  A DA  Form  543,  Request  for  Records,  will  be 
prepared  for  every  record  requested  from  the  PPSD.  Tight  control 
procedures  and  follow  up  are  required  on  these  records  since  no 
actions  can  be  accomplished  for  that  SM  while  they  are  out  of 
file.  This  SOP  is  supported  by  flow  charts  contained  in  Annex  A 
of  this  chapter. 

B.  Control  Section  Actions. 


1.  The  Control  Section  of  the  DCRB  will  receive  all 
requests  for  records  to  be  loaned  outside  of  the  PPSD.  If  re- 
quest is  not  on  a DA  Form  543,  Control  Section  clerk  will  prepare 
one  for  each  record  requested. 

2.  A BT  number  from  the  DCRB  Control  Log  will  be 
assigned  to  each  DA  Form  543  and  annotated  on  that  form.  The 
Remarks  Section  of  the  DCRB  Control  Log  will  be  annotated  "Loaned 
Record."  (See  Appendix  E for  an  example  of  the  DCRB  Control  Log) 

3.  The  DA  Form  543  will  then  be  forwarded  to  the 
Records  Filing  Section. 

C.  Records  Filing  Section  Actions.  The  Records  Filing 
Section  clerk  will  ascertain  if  the  record  is  present  in  the 
files. 

1.  If  record  is  present,  it  will  be  added  to  the  DA 
Form  543  and  the  charge  out  record  will  be  annotated  with  the  BT 
nunber,  the  words  "Loaned  Record",  and  the  Date  record  charged  to 
that  BT  number. 

2.  If  record  is  not  present,  annotate  BT  number  to 
which  record  is  charged  out  in  the  upper  right  corner  of  the  DA 
Form  543. 

3.  Forward  DA  Form  543  and  record  or  annotated  DA 
Form  543  back  to  Control  Section. 

D.  Control  Section  Action. 

1.  If  record  was  out  on  BT  the  clerk  will  notify 
requestor.  Clerk  will  ask  requestor  if  they  would  like  to  have 
request  recycled  or  the  record  at  a later  date. 
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a.  If  requestor  wants  request  recycled.  Control 
clerk  will  take  the  following  actions: 

(1)  Close  out  log  entry  for  BT  nuaber 
assigned  to  the  DA  Form  B43. 

(2)  Place  DA  Form  543  In  recycle  suspense 
file.  (For  further  Information  on  processing  the  Recycle 
Suspense  File  see  paragraph  lU-13,  below.) 

b.  When  requestor  wants  to  request  records  at 
later  date,  take  following  actions: 

(1)  Close  out  log  entry  for  BT  nijnber 
assigned  to  DA  Form  543. 

(2)  Return  DA  Form  543  to  requestor. 

c.  When  record  Is  returned  to  Control  Section  on 
a returning  BT  and  a DA  Form  543  Is  In  the  Recycle  Suspense  File 
for  that  record,  the  clerk  will  take  the  following  actions: 

(1)  Returning  BT  will  be  closed  out  lAU 
paragraph  10-13,  below. 


UA  Form  543. 


(2)  A new  BT  number  will  be  assigned  to  the 


(3)  After  returning  from  the  Records  Filing 
Section,  record  and  DA  Form  543  will  be  handled  as  discussed  In 
the  next  paragraph. 

2.  If  record  Is  attached  to  the  DA  Form  543,  the 
clerk  will  take  the  following  actions: 

a.  Complete  remainder  of  DA  Form  543. 

b.  Assign  a suspense  date  for  the  return  of  the 
record.  (Suspense  will  normally  be  3 work  days). 

c.  Forward  original  and  duplicate  DA  Form  543  and 
record  to  requestor. 

d.  File  copy  3 of  the  DA  Form  543  In  the  Loaned 
Records  Suspense  File. 
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E.  Control  Sections  actions  after  return  of  a loaned 
record.  The  Control  Section  clerk  will: 

1.  Match  returning  original  DA  Form  543  with  copy  3 
In  the  Loaned  Records  Suspense  File. 


receipt. 


2.  Sign  original  and  copy  3 of  DA  Font)  543  for 


receipt. 


3.  Return  original  DA  Form  543  to  requestor  as  a 


4.  Copy  3 of  the  DA  Form  543  and  the  record  are 
handled  as  a returning  BT  and  records  (See  paragraph  10-13 
below). 


dally. 


F.  Follow-up  on  loaned  records. 

1.  Loaned  Records  Suspense  File  will  be  reviewed 


2.  When  records  are  overdue.  Its  clerk  will  contact 
requestor  to  return  records. 

3.  If  requestor  wants  a reasonable  extension,  grant 
It  and  refile  DA  Form  543  by  new  suspense  date.  If  requestor 
wants  an  unreasonable  extension,  ttie  clerk  will  deny  extension. 

4.  After  the  third  request  for  return  of  the  records 
to  the  PPSD  the  clerk  will  notify  branch  chief  to  take 
appropriate  action. 
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10-y.  SOP  NUMBER  7.  PROCESSING  ACTION  DOCUMENTS. 

A.  General.  This  SOP  covers  the  processing  of  action 
documents  and  the  subsequent  processing  of  outgoing  BT.  This  SOP 
Is  supported  by  flow  charts  In  Annex  A. 

• 

6.  Routing  Guide.  A detailed  routing  guide  Is  In  Annex  B 
to  this  chapter.  This  routing  guide  will  be  used  In  the  blocking 
of  actions  and  records  described  In  succeeding  paragraphs  of  this 
SOP. 

1.  Blocking  categories:  The  categories  of  S,  NS.  J, 
NJ,  and  SJ  will  be  used.  These  category  letters  are  used  to 
prefix  the  BT  number.  The  letters  stand  for: 

A.  S - SIOPERS  only  Input  (I.e..  contains  action 
documents  that  will  result  In  SIDPERS  Input 
only). 

B.  NS  - Personnel  related  no  SIDPERS  Input  (i.e., 
contains  action  dociments  related  to  personnel 
but  that  do  not  require  SIOPERS  InputK 

C.  J - JUMPS-only  Input  (i.e.,  contains  action 
documents  that  will  result  In  JUMPS  only 
Input) . 

D.  NJ  > Finance  Related  no  JUMPS  Input  (I.e., 
contains  action  documents  related  to  Finance 
but  that  do  not  requi  re  JUI'IPS  1 nput) . 

E.  SJ  - SIDPERS/JUMPS  Input  (I.e.,  contains 
action  documents  that  will  result  in  Input  to 
both  SIDPERS  and  JUMPS). 

2.  Blocks.  In  addition  to  the  separations  by  type  of 
action  and  category,  BT  may  be  described  by  their  contents. 

a.  Blocks  with  actions  and  records  are  prepared 
and  Initially  routed  with  both  action  documents  and  records. 

These  BT  will  be  nunbered  0001  to  a cut  off  point  determined  by 
C,  PPSD  (e.g.,  0001  - 7,999).  when  there  Is  eutonated  Input,  the 
records  must  be  returned  to  file  on  the  dunlicete  BT  within  three 
days.  The  original  BT  must  be  returned  to  DCRB  within  five  days. 
When  there  In  no  automated  Input,  the  records  must  be  returned  to 
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file  on  the  original  BT  within  three  days.  This  time  Is  measured  j 

from  the  date  the  BT  Is  forwarded  from  the  DCRB  until  the  duplicate  j 

BT  and  record  returns.  \ 

I 

b.  Blocks  with  actions  only  are  prepared  and 
Initially  routed  with  only  action  documents  (no  records).  These 
BT  will  be  numbered  from  the  cutoff  point  discussed  In  the  above 
paragraph  (e.g.,  8,000-9,999).  The  suspense  for  these  BT  depends 
upon  the  actions  on  the  blocks.  The  C,  PPSD  will  establish  and 
publish  suspenses  for  these  actions. 

1 

c.  Blocks  with  records  only  will  be  Initiated  I 

upon  a request  for  records  from  a given  branch/ section.  They  ] 

will  contain  the  request  for  records  and  records  only.  These  BT  I 

will  be  numbered  as  described  In  paragraph  10-6  B 2a,  above.  | 

These  blocks  will  usually  have  actions  added  to  them  In  an  action 

branch  or  section.  Therefore,  these  blocks  are  to  be  completely  I 

processed  In  five  work  days.  The  time  for  the  record  out  of  file 
Is  to  be  three  work  days.  This  time  Is  measured  from  the  date  | 

the  block  Is  forwarded  from  the  DCRB  until  the  duplicate  BT  and  1 

record  returns.  | 

C.  Additions  or  Deletions  to/ from  BT. 

1.  Action  branch/ section.  Should  enaction 

branch/ section  wish  to  add  or  delete  an  action/record  to  a block, 

the  following  steps  must  be  taken:  | 

a.  Deletions,  annotate  the  remarks  sections  of  | 

the  BT  to  show:  "LAST  NAME,  FIRST  INITIAL,  LAST  FOUR  NUMERALS  OF  ] 

SSN,  type  of  action,  removed  to  (place  new  BT  niinber).”  (e.g.,  | 

Jones,  L.  0144,  promotion,  removed  to  6324.)  1 

b.  Additions,  annotate  the  remarks  section  of  the 
BT  to  show:  "LAST  NAME,  FIRST  INITIAL,  LAST  FOUR  NUMERALS  OF 
SSN,  type  of  action,  added  from  (place  original  BT  nunber)." 

(e.g.,  Jones,  L.  9144,  promotion,  added  from  8,918) 

2.  Control  Section  of  DCRB.  When  processing  outgoing 

blocks  In  the  Control  Section,  the  addition/ deletion  process  for  ] 

actions  m^y  be  abbreviated  (e.g.,  remarks  section  may  be  annotat-  j 

(Ml  documents  to  Recycle  Suspense  File",  "4  docunents  to  locat- 
or", "3  documents  to  BT  843",  ^3  documents  from  BT  1,868,"  etc.).  j 

These  annotations  must  be  accompanied  by  a corresponding  Increase  i 

or  decrease  In  the  number  of  actions  In  block  11  of  the  BT.  i 


11-10-16 


COPPER 


! 


D.  Control  Section  Actions. 

1.  The  control  clerk  will  separate  action  documents 
Into  t;ypes  using  the  Routing  Guide  (see  Annex  B). 

2.  Each  document  will  oe  Identified  with  “Action- 
Personnel,"  Action-Finance"  or  "Action-Personnel /FI nance,"  as 
applicable. 

3.  Separate  documents  Into  Individual  documents  and 
computer  listings. 

a.  Computer  listings. 

(1)  Listings  will  be  broken  down  Into  pages. 

(2) .  Pages  will  be  grouped  for  blocking.  A 
block  may  be  made  up  of  as  few  as  one  page.  Pages  may  be  com- 
bined on  a BT  provided  the  total  number  of  records  on  the  BT  will 
not  exceed  20. 

b.  Individual  documents.  The  clerk  will: 

(1)  Alphabetize  each  group  by  last  name. 


(2)  Break  large  groups  of  the  same  type  of 
documents  Into  groups  of  not  more  than  20. 


larger  groups 


SJ). 


(3)  Combine  small  groups  of  documents  Into 
not  to  exceed  20,  provided  documents  are: 

(a)  The  same  category  (S,  J,  NS,  NJ, 


(b)  To  the  same  action  branch. 

(c)  Require  the  same  record!  s). 
4.  Prepare  BT  In  duplicate. 


5. 

not  required. 


When  the  routing  guide  Indicates  that  records  are 
the  clerk  will  take  the  following  actions: 


a.  Assign  next  sequential  nunber  to  the  BT  from 
the  second  set  of  numbers.  Two  sets  of  numbers  will  be  used. 
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The  first  set  will  be  for  BT  with  records  and  the  second  set  for 
BT  without  records,  (e.g.,  the  first  set  could  be  1-7,999;  the 
second  set,  8,000-9,999.  The  break  point  between  the  two  sets 
will  be  determined  by  the  C,  PPSD  based  on  relative  volume  of 
each  of  theseitwo  types  of  BT.) 

b.  Assign  suspense  date  for  BT.  Suspense  date  In 
excess  of  five  work  days  may  be  assigned  to  BT  which  have  no  rec- 
ords. Suspenses  by  action  types  will  be  established  and  pub- 
lished by  C,  PPSD. 


Routing  Guide. 


c.  Specify  routing  to  action  branch  shown  In  the 


d.  Enter  type(s)  of  action^) In  lower  part  of  the 
BT.  The  number  will  be  the  number  of  line  Items  to  be  worked  on 
the  BT. 

e.  List  the  number  of  actions  on  the  BT. 

f.  Log  BT  out  to  action  branch. 

6.  If  according  to  the  routing  guide  records  are 
required,  the  clerk  will  take  the  following  actions: 

a.  Assign  next  sequential  number  to  the  BT  from 
the  first  set  of  numbers.  (See  paragraph  lU-lii  c(4)(a),  above, 
for  explanation  of  the  two  sets  of  numbers). 

b.  Specify  routing  per  routing  guide. 

c.  Identify  to  Records  Filing  Section  which 
record  Is  to  be  pulled  for  the  BT. 

d.  Enter  type(s)  of  act1or^')1n  lower  part  of  BT. 

e.  List  the  number  of  actions  on  the  BT. 

f.  Forward  BT  to  Records  Filing  Section. 

E.  Records  Filing  Section  Actions.  This  section  will 
receive  and  process  only  those  BTs  requiring  records.  The 
records  clerk  will  take  the  following  actions: 


11-10-18 


COPPER 


1.  Check  A-Z  files.  If  records  are  In  file,  the 
records  clerk  will  take  the  following  actions: 

a.  Records  will  be  pulled  from  files  and  added  to 


b.  The  BT  nunber  and  date  will  be  placed  on  the 
charge  out  record.  For  those  records  being  pulled  to  an  outpro- 
cesslng  BT,  the  word  “outprocesslng"  and  the  appointment  date 
will  also  be  annotated  on  the  charge  out  record. 

c.  The  charge  out  record  will  be  placed  In  the 
vertical  position,  "Out"  up. 

d.  The  nifiiber  of  records  will  be  annotated  In  the 
actions  section  of  the  BT. 

2.  If  the  record  Is  not  In  file  and  there  Is  no 

charge  out  record,  the  clerk  will  enter  “Locator"  and  date  in  the  left 
corner  of  document.  For  computer  listings,  enter  "no  record" 
adjacent  to  the  line  entry. 

3.  If  the  record  Is  not  In  file  and  the  charge  out 
record  shows  record  Is  on  a normal  block  or  a loaned  record 
block,  the  BT  number  the  record  Is  on  will  be  placed  In  the  upper 
right  corner  of  the  document  by  the  clerk.  For  computer  list- 
ings, the  BT  number  will  be  placed  adjacent  to  the  line  entry. 

4.  If  the  record  Is  not  In  file  and  charge  out  record 
shows  record  on  an  outprocessing  block  and  appointment  date  has 
not  passed,  the  clerk  will  write  "CSB"  and  the  BT  nunber  In  the 
upper  right  corner  of  the  document.  For  computer  listings,  enter 
the  same  Information  adjacent  to  the  line  entry.  If  appointment 
date  has  passed,  write  "Locator"  In  upper  right  corner  of  the 
document. 

5.  If  the  record  Is  not  In  file  and  ttm  charge  out 
record  shows  record  to  be  In  one  of  the  other  files  maintained 
within  the  PPSD,  the  clerk  will  annotate  that  file  In  the  upper 
right  corner  of  the  document  (e.g..  Suspended  Records  File  and 
"Sensitive  Records  File",  etc.) 

6.  All  documents  will  then  be  forvarded  with  the  BT 
back  to  tte  Control  Section. 
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F.  Control  Section  Actions 


1.  Control  Section  clerk  will  receive  and  review  BT, 
records,  and  documents. 

2.  If  there  are  any  documents  marked  with  a BT  nunber 

; ' In  the  upper  right  corner  or  computer  listings  with  BT  nixnber 

adjacent  to  the  line  entry,  the  clerk  will  take  the  following 
actions: 

a.  The  number  of  this  type  of  document  (line 
entries)  will  oe  subtracted  from  the  number  of  actions  shown  In 
t\\e  Action  Section  of  the  BT  and  the  resulting  number  placed 
there. 


b.  The  Remarks  Section  of  the  BT  will  be 
annotated  "x  documents  to  Recycle  Suspense  File." 

c.  The  documents  will  be  filed  In  a Recycle 
Suspense  File.  For  computer  listings,  a copy  of  the  listing  must 
be  reproduced  for  each  line  Item  to  be  placed  In  the  Recycle 
Suspense  File.  This  file  consists  of  action  documents  awaiting 
the  return  of  records  currently  under  BT  control . The  documents 
are  filed  sequentially  by  the  number  reflected  In  the  upper  right 
corner  of  the  document.  The  clearing  of  this  file  Is  covered  In 
paragraph  lU-lU,  below.  This  file  will  be  reviewed  weekly  by  the 
Control  Section  supervisor  to  Insure  It  Is  current. 

3.  If  there  are  any  documents  marked  "Locator,"  the 
clerk  will  take  the  following  actions: 

a.  The  number  of  this  type  of  document  will  be 
subtracted  from  the  number  of  actions  shown  In  the  Action  Section 
of  the  BT,  and  tlie  resulting  number  placed  there. 

b.  The  Remarks  Section  of  the  BT  will  be  annotat- 
ed "x  documents  to  Locator." 

c.  These  documents  will  be  given  to  the  locator 
elaient  of  the  Control  Section  and  processed  lAU  paragraph  10-13, 
below. 


, • 4.  If  there  are  any  documents  marked  "CSB",  the  clerk 

will  take  the  following  actions  (no  action  required  for  those 
line  entries  marked  "CSB"  on  computer  listings): 
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a.  The  number  of  this  type  of  docunent  will  be 
subtracted  from  the  number  of  actions  shown  In  the  Action  Section 
of  the  BT  and  the  resulting  nunber  placed  there. 

b.  The  Remarks  Section  of  the  BT  will  be  annotat- 
ed “x  documents  to  CSB." 

c.  A new  BT  will  be  prepared  In  duplicate.  These 
documents  will  be  attached  to  this  BT.  This  BT  will  be  treated 
as  a BT  having  actions  (no  records)  and  processed  lAU  paragraph 
10-9  D 4a-f,  above. 

5.  If  there  are  any  aocuments  marked  showing  record 
to  be  maintained  In  a file  other  than  the  centralized  A-Z  file, 
the  clerk  will  take  the  following  actions  (no  actions  for  those 
line  entries  on  computer  listings  marked  showing  records  In 
another  file.  The  action  branch  section  receiving  the  listing 
will  be  responsible  for  Insuring  the  actions  are  completed  for 
those  SM  whose  records  are  maintained  In  a separate  file): 

a.  The  number  of  this  type  of  document  will  be 
subtracted  from  the  number  of  actions  shown  In  the  Action  Section 
of  the  BT  and  the  resulting  number  placed  there. 

b.  The  Remarks  Section  of  the  BT  will  be  annotat- 
ed “x  documents  to  ”(e.g.,''x  documents  to  Suspended  Records  File,” 
”x  documents  to  Sensitive  Records  File"). 


c.  A new  BT  will  be  prepared  In  duplicate  for 
each  type  of  file  that  documents  must  be  processed.  The 

documents  will  be  attached  to  this  BT.  This  BT  will  be  treated  j 

as  a BT  having  action  (no  records)  and  processed  lAW  paragraph  j 

lU-9  D 4 a-f,  above.  j 

If  the  record  BT  Is  for  uotprocessing  , the  cor-, 
responding  locator  card  for  those  records  will  be  pulled  from 
the  locator  file  and  added  to  the  BT. 

7.  After  the  above  actions,  the  following  steps  will 
be  taken  by  the  clerk: 

a.  Complete  block  1 (date)  on  BT. 

b.  Assign  Suspense  date  (block  4)  on  BT. 
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lU-lU.  SOP  NUMBER  8.  PROCESSING  RETURNING  DUPLICATE  BLOCK 

TTCKCTrwITri  RECORDS. 

A.  General.  This  SOP  covers  the  processing  of  returning 
duplicate  BT  with  records.  This  is  one  of  three  ways  BTs  can  be 
returned  to  the  OCRB.  The  other  two  methods  are  discussed  in 
paragraphs  10-11  and  10-12,  below.  This  SOP  is  supported  by  flow 
charts  in  Annex  A. 

B.  Control  Section  Actions.  The  clerk  will: 

1.  Review  BT  to  insure  it  is  correct.  If  not,  coor- 
dinate with  last  addressee  to  resolve  discrepancy. 

2.  Log  correct  BT  in  control  log. 

3.  Forward  documents  for  outgoing  distribution  to 
Distribution  Section. 

4.  Process  JUHPS-only  substantiating  documents  lAU 
paragraph  10-14,  below. 

5.  File  locator  cards  from  outprocessing  (these  will 
be  annotated  active  deck  cards  that  were  pulled  when  records  were 
sent  to  outprocessing)  in  the  temporary  card  locator  file  (ar  37-101 
1). 

6.  Match  the  2d  copy  of  the  BT  and  records  against 
the  Recycle  Suspense  File. 

a.  If  there  are  any  actions  pending  the  return 
of  this  BT,  the  clerk  will  pull  actions  from  the  Recycle  Suspense 
File  and  prepare  a new  BT  for  that  action.  (Preparation  of  BT 
covered  in  paragraph  10-9,  above.) 

b.  If  there  have  been  any  records  removed  from 
this  BT  and  there  are  actions  pending  under  the  returning  BT 
number  for  thoseremoved  records,  the  clerk  will  check  the 
Recycle  Suspense  File  for  the  BT  number  to  which  the  record  was 
added. 
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The  clerk  will  erase  the  old  BT  number  ] 

In  the  upper  right  corner  of  the  document.  In  pencil,  he  will 
write  the  BT  number  from  which  the  record  has  been  deleted  in  its  \ 

place  and  refile  the  document  in  the  Recycle  Suspense  File  by  the 
new  BT  number.  ' 

j' 

c.  If  there  have  been  any  records  added  to  this  j 

BT,  match  the  old  BT  number  (shown  in  the  Reraarks  Section  of  the  1 

BT)  with  the  Recycle  Suspense  File.  If  there  are  any  actions 

pending  for  records  on  the  returning  BT  filed  under  the  old  BT 
number,  prepare  a new  BT  for  these  actions  or  add  these  actions 
to  the  BT  prepared  in  either  paragraph  10-10  b 6a2  or  10-10  B i 

6b2(b).  above. 

d.  At  the  completion  of  the  above  steps,  both 
old  and  new  BT  with  records  will  be  forwarded  to  the  Records 
Filing  Section. 

C.  Records  Filing  Section  Actions.  Upon  the  receipt  of 
these  BTs  and  records,  the  Records  Filing  Section  clerk  will  take 
the  following  actions: 

1.  Match  the  BT  number  with  the  File  Only  Recycle 
Suspense  File. 

2.  If  there  are  any  file  documents  pending,  file 
them  lAW  AR  640-10  for  MFRJ  and  AR  37-104-3  for  PFR. 

3.  If  there  have  been  any  actions  added  to  this  BT, 
match  the  old  BT  number  shown  in  the  Remarks  Section  of  the  BT 
with  the  File  Only  Recycle  Suspense  File.  If  there  are  any 
documents  pending  in  the  file  by  the  old  BT  niinber  for  which 
records  are  returning  on  this  BT,  file  them  in  the  MPRJ  I AW  AR 
640-10  and  in  the  PFR  lAW  37-104-3. 

4.  If  the  record  for  which  a file  document  filed  by 
this  returning  bT  nimber  has  been  deleted  to  another  BT,  erase 
the  old  BT  number  shown  in  the  upper  right  corner  of  the  document 
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and  replace  that  nunber  with  the  BT  number  to  which  the  record 
was  deleted.  The  document  will  then  be  refUed  In  the  File  Only 
Recycle  Suspense  File  by  the  new  ninber  shown  in  the  upper  right 
corner  of  document. 

5.  After  the  above  actions  have  been  taken,  the 
documents  will  be  separated  and  processed  as  follows: 

a.  The  new  BT  and  records  will  be  forwarded  to 
Control  Section.  Control  Section  will  process  this  lAW  paragraph 
lU-9,  above  (I.e.,  outgoing  BT  with  records). 

b.  The  records  will  be  filed  In  the  A-Z  file. 

The  last  line  entry  will  be  crossed  off  the  charge  out  record. 

The  charge  out  record  will  be  placed  in  the  down  position  inside 
the  record. 


c.  The  Remarks  Section  of  the  BT  will  be  re- 
viewed. Charge  out  records  will  be  updated  to  reflect  deletions 
to  other  BT. 


d.  The  duplicate  BT  will  be  forwarded  to  the 

Control  Section. 

D.  Control  Section  Actions. 

1.  The  Control  Section  will  match  the  duplicate  BT 
against  the  BT  Control  Log. 

2.  If  the  original  BT  has  already  returned,  the 
duplicate  will  be  destroyed. 

3.  If  the  original  has  not  returned,  tlie  duplicate 
will  be  filed  by  Its  number  In  the  BT  Suspense  File. 


I 
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10-11.  SOP  NUMBER  9 PROCESSING  RETURMIMG  ORIGINAL  BLOCK  TICKETS. 

A.  General.  This  SOP  covers  the  processing  of  returning 
original  BTs.  This  is  one  of  three  ways  BTs  can  be  returned  to 
the  DCRB.  The  other  two  are  duplicate  BT  with  records  (paragraph 
10-10,  above)  and  original  and  duplicate  BT  (paragraph  10-12, 
below).  This  SOP  is  supported  by  flow  charts  contained  in  Annex 
A of  this  chapter. 

B.  Control  Section  Actions. 

1.  Control  Section  will  receive  and  review  the 
original  BT.  If  the  BT  is  incorrect,  Control  Section  will 
coordinate  with  previous  addressee  to  resolve. 

2.  Once  correct,  the  BT  will  be  logged  in  the  BT 

control  log. 

3.  The  BT  will  be  matched  against  the  duplicate  in 
the  BT  Suspense  File.  The  duplicate  will  be  destroyed  and  the 
original  filed  in  the  BT  Completed  File.  If  no  duplicate  BT  is 
in  the  BT  Suspense  File,  then  just  file  the  original  BT  in  the  BT 
Completed  File. 
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10-12.  SOP  NUMBER  10.  PROCESSING  RETURNING  ORIGINAL  AND 
DUPLICATE  BLOCK  tickets: 


A.  General . 

1.  This  SOP  covers  the  processing  of  returning 
original  and  duplicate  BTs  returning  together.  This  is  one  of 
the  three  ways  BTs  can  be  returned  to  the  DCRB.  The  other  two 
are  duplicate  BTs  with  records  (para  10-10,  above)  and  original 
BTs  (para  10-11,  above). 

2.  Original  and  duplicate  BTs  will  return  together 
when  the  block  is  returned  without  going  through  the  SQIB  (i.e., 
BT  without  automated  input).  Examples  are: 

a.  After  record  review,  BTs  for  records  requests 
that  do  not  require  automated  input. 

b.  BTs  that  were  initially  processed  out  of  the 
DCRB  as  BT  with  actions  (no  records).  The  BT  is  returned  if  all 
actions  were  deleted  from  the  action  BT  and  added  to  a records  BT 
or  all  actions  were  worked  without  records. 

c.  BTs  for  which  all  records  were  deleted  to  the 
outprocessing  service  member  and  no  automated  input  was  required. 

B.  Control  Section  Actions. 

1.  Control  Section  will  receive  and  review  the  orig- 
inal and  duplicate  BT  along  with  any  accompanying  documentation. 
If  the  BT  is  incorrect.  Control  Section  will  coordinate  with  the 
previous  addressee  to  resolve  any  discrepancies. 

2.  Once  correct,  the  BT  will  be  logged  in  the  BT 

Control  Log. 

3.  If  there  are  any  documents  for  outgoing  distribu- 
tion, they  will  be  separated  and  forwarded  to  the  Distribution 
Section  where  the  appropriate  distribution  will  be  made. 

4.  If  there  are  any  locator  cards  from  outproces- 
sing, they  will  be  separated  and  placed  in  the  temporary  locator 
deck  by  the  locator  element  of  the  Control  Section.  (NOTE: 

These  are  annotated  active  locator  deck  cards  that  were  pulled 
from  the  locator  deck  when  records  were  requested  for  outproces- 
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sing.  Outprocessing  will  have  annotated  these  cards  lAW  37-101-1 
to  show  new  information  on  the  SM  and  returned  via  this  BT  to 
Control  Section.) 

b.  If  there  are  any  records,  the  BT  will  be 
processed  as  follows: 

a.  The  original  BT  will  be  filed  in  the  BT 

Completed  File. 

b.  The  duplicate  BT  and  records  will  be 
processed  as  outlined  in  paragraph  10-10,  above. 

6.  If  there  are  no  records,  the  BTs  will  be 
processed  as  follows: 

a.  The  original  will  be  filed  in  the  BT 

Completed  File. 

b.  The  duplicate  will  be  processed  as  follows: 

(1)  If  records  have  not  been  deleted  from 
the  BT,  the  duplicate  will  be  destroyed.  If  records  have  been 
deleted,  the  BT  will  be  matched  with  the  Recycle  Suspense  File. 

(2)  If  documents  are  not  pending  for  the  BT 
in  the  Recycle  Suspense  File,  the  duplicate  will  be  forwarded  to 
Records  Filing  Section  where  it  will  be  processed  lAW  paragraph 
10-10  C,  above. 

(3)  If  documents  are  pending  for  this  BT, 
the  clerk  will  take  the  following  actions: 

(a)  The  old  BT  nunber  shown  in  the 
upper  right  corner  of  the  document  will  be  erased.  The  number 
will  be  replaced  by  the  BT  nunber  to  which  the  record  was  deleted 
(This  will  be  shown  in  the  Remarks  Section  of  the  BT.)  This 
document  will  be  filed  by  the  new  BT  nunber  in  the  Recycle 
Suspense  File. 


(b)  The  duplicate  of  the  BT  will  be 
forwarded  to  the  Records  Filing  Section. 


C.  Records  Filing  Section  Actions. 


1.  Records  Filing  Section  will  match  this  BT  to  the 
File  Only  Recycle  Suspense  File. 

2.  If  documents  are  not  pending,  the  charge  out 
records  will  be  updated  and  the  duplicate  BT  forwarded  to  Control 
Section.  Control  Section  will  process  lAW  paragraph  10-100, 
above. 

3.  If  any  actions  are  pending,  the  BT  number  shown 
In  the  upper  right  corner  of  that  document  will  be  erased.  It 
will  be  replaced  with  the  BT  nuaber  to  which  the  record  was  de- 
leted as  shown  In  the  Remarks  Section  of  this  BT.  The  charge  out 
records  will  then  be  updated  to  reflect  all  records  deletions. 

a.  The  document  will  be  replaced  In  the  File 
Only  Recycle  Suspense  File  by  the  new  BT  ninber. 

b.  The  duplicate  BT  will  be  forwarded  to  Control 
Section  and  processed  lAU  paragraph  10-100,  above. 
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10-13.  SOP  NUMBER  11.  LOCATOR  DOCUMENT  PROCEDURES. 

A.  General.  The  maintenance  of  the  Locator  File  Is  the 
responsiblll V of  the  Control  Section  of  the  DCRB  (Reference  AR 
37-101-1).  This  SOP  covers  the  processing  of  docunents  that  are 
annotated  "locator"  by  the  Records  Filing  Section.  (I.e..  the 
procedures  for  processing  both  action  docunents  and  file  docu- 
ments for  those  SH  whose  records  are  not  In  file  and  there  Is  no 
charge  out  record.)  Additionally,  this  SOP  outlines  the  proce- 
dures for  handling  both  action  and  file  docunents  for  SM  who  have 
either  PCSed  or  ETSed.  This  SOP  Is  supported  by  flow  charts 
contained  In  Annex  A to  this  chapter. 

1.  Action  documents  will  oe  forwarded  to  the  Control 
Section  on  top  of  the  BT  with  which  they  were  forwarded  Into  the  flies 
area.  Control  Section  will  delete  these  actions  from  the  BT. 

The  BT  will  then  be  processed  lAW  paragraph  10-9  of  this  chapter. 

2.  File  only  docunents  will  be  forwarded  to  the 
Control  Section  where  they  will  be  given  to  the  locator  element. 

3.  The  Records  Filing  Section  will  have  marked  both 
action  and  file  documents  with  "locator"  In  the  upper  right 
corner  for  Identification. 

B.  Locator  Element  Actions. 

1.  Locator  clerk  will  review  docunents. 

2.  Locator  clerk  will  check  SIOPERS  Alpha  Roster  to 
ascertain  If  SM  Is  assigned  to  a unit  serviced  by  this  PPSD. 

3.  If  SM  Is  shown  by  Alpha  Roster  to  be  assigned, 
the  following  actions  will  oe  taken: 

a.  Check  files  to  see  If  records  were  misfiled. 

b.  Search  PPSD  area  to  locate  records. 


actions: 


c.  If  records  are  found,  take  the  following 
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(1)  For  action  documents: 


necessary. 


(a)  Prepare  charge  out  records.  If 


(b)  Control  Section  will  prepare  a BT 

to  the  action  branch. 


(c)  The  BT  nimber  and  date  will  be 
annotated  on  charge  out  records. 


(d)  The  BT  will  be  logged  out  to  the 

action  branch. 

(e)  The  charge  out  records  will  be 
forwarded  to  Records  Filing  Section  where  they  will  be  placed  In 
the  A-Z  file. 


(2)  For  file  documents: 

(a)  Prepare  charge  out  records,  If 

necessary. 

(b)  Forward  Record,  charge  out  record, 
and  document  to  Records  Filing  Section. 

(c)  Records  Filing  Sections  will  file 
docunent  in  the  records  and  the  records  In  the  record  files. 

4.  If  SM  Is  not  shown  on  the  Alpha  Roster,  check 
Inactive  Locator  Deck. 

5.  If  SM  Is  not  shown  In  the  Inactive  Locator  Deck, 
take  the  following  actions: 

a.  Prepare  a DA  Form  36B4  "ADM  LOG"  transaction. 

b.  Forward  the  original  DA  Forni  3684  to  Data 
Reduction  In  the  SQIB. 

c.  File  the  duplicate  DA  Form  3684  In  LOG 

Suspense  File. 

d.  Answer  to  LOG  will  be  received  via  DJUOL. 
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e.  When  answer  Is  received,  clear  suspense  file 
and  destroy  duplicate  DA  Form  3684. 

f.  If  DJUOL  shows  no  record  of  SM,  destroy 

document. 

g.  If  DJUOL  shows  SM  being  serviced  by  another 
PPSD,  take  the  following  actions: 

(1)  Prepare  envelope,  address  to  servicing 

PPSD  shown  on  DJUOL. 

(2)  Forward  envelope  and  docunent  to 
Distribution  Section. 

h.  If  DJUOL  shows  SM  has  ETSed,  take  the 
following  actions: 

(1)  For  finance  docunents: 

(a)  If  an  entitlement  authorization  or 
a collection  action,  prepare  an  envelope  addressed  to  USAFAC. 
Forward  envelope  and  document  to  Distribution  Section. 

(b)  If  not  an  entitlement  authorization 
or  collection  document,  destroy  It. 

(2)  For  personnel  docunents: 

(a)  If  a part  of  the  SM's  permanent 
record,  prepare  an  envelope  addressed  to  RCPAC,  St.  Louis. 

Forward  envelope  and  document  to  Distribution  Section. 

(b)  If  document  Is  not  to  be  a part  of 
the  permanent  record,  destroy  It. 

' 6.  If  document  Is  not  an  "Actlon-PFR"  document, 

process  lAU  paragraph  10-13B  5b,  above. 

7.  If  card  In  the  Inactive  locator  Is  not  temporary 
or  shows  SM  to  have  ETSed,  process  lAW  paragraph  10-136  5f, 
above. 
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u.  If  more  than  the  departure  processing  month  plus 
one  additional  processing  month  have  elapsed,  process  lAU  para- 
graph 10-13B  5f,  above. 

9.  If  document  Is  an  "Actlon-PFR  document  and  the 
card  In  the  locator  deck  Is  a temporary  card  shOMing  SM  to  have 
PCSed  and  less  than  processing  month  of  departure  plus  one  pro- 
cessing month  have  elapsed,  take  the  following  actions: 

a.  Prepare  an  OF  41  Indicating  that  Input  can  be 

made. 

b.  Control  Section  clerk  will  prepare  BT. 

c.  The  BT  doctmient  and  OF  41  will  be  logged  out 
to  PPTB  for  action. 


10-14.  SOP  NUMBER  12.  PROCESSING  SUBSTANTIATING  DOCUMENTS 


A.  General.  This  SOP  Is  supported  by  flow  charts  con- 
tained In  Annex  A of  this  chapter.  AR  37-101-1  and  AR  37-104-3 
cover  the  processing  of  substantiating  docianents.  The  major  dif- 
ference between  those  regulations  and  COPPER  procedures  Is  the 
way  the  DCRB  receives  the  substantiating  dociments  from  the  SQIB 
and  that  there  are  two  types  of  substantiating  documents: 

1.  JUMPS-only.  These  docunents  will  be  received 
from  the  SQIB  via  the  duplicate  BT.  All  docunents  will  be 
Identified  by  the  SQIB  lAW  AR  37-101-1  and  AR  37-104-3.  Each 
document  will  have  a unique  nunber. 

2.  Interface  substantiating  documents.  These 
documents  will  be  received  by  the  DCRB  from  the  SQIB  by  a P-49 
Report  (JUMPS  Transaction  Register)  as  a transmittal  letter. 

This  P-49  Report  and  substantiating  documents  will  be  received  on 
a periodic  basis  as  SIDPERS  cycles  are  run.  These  documents  w; 
be  Identified  by  the  SQIB  lAW  AR  37-101-1  and  AR  37-104-3.  How- 
ever. these  documents  will  all  have  the  same  substantiating  docu- 
ment number.  That  nunber  Is  Internally  generated  during  the 
SIOPERS  cycle  run  and  Is  reflected  by  line  Item  entry  on  the  P-49 
report. 

B.  Control  Section  actions. 

1.  JUMPS-only  substantiating  docunents.  These 
documents  will  be  received,  reviewed,  and  placed  In  numerical 
sequence  In  the  Substantiating  Document  File. 

2.  Interface  substantiating  documents.  Each  line 
entry  of  the  P-49  report  that  requires  a substantiating  document 
will  be  matched  with  a substantiating  document  attached  to  the  P- 
49  report.  If  all  required  substantiating  docunents  are  not 
present,  the  Control  Section  will  coordinate  with  the  SQIB  to 
resolve  all  discrepancies.  If  all  substantiating  docunents  are 
present  or,  after  coordination  has  been  made  to  correct  discrep- 
ancies, the  control  section  clerk  will  Insure  docunents  are  In 
alphabetical  order  and  file  documents  and  P-49  report  In  the 
Substantiating  Document  File. 
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3.  Diirlng  the  month,  the  Control  Section  will 
periodically  review  the  Substantiating  Document  File.  If  any 
documents  or  nuhbers  are  missing,  the  Control  Section  will 
coordinate  with  the  SQIB  to  resolve  the  discrepancies. 

4.  On  a JUMPS  processing  month  basis,  the  substanti- 
ating documents  will  be  forwarded  to  USAFAC  lAW  AR  37-101-1  and 
AR  37-104-3.  The  following  steps  will  be  taken  In  the  prepara- 
tion of  these  documents  for  transmittal  to  USAFAC: 

a.  A final  review  will  be  made.  If  any  docu- 
ments or  numbers  are  missing,  the  Control  Section  will  coordinate 
with  the  SQIB  to  resolve. 

b.  The  documents  will  be  prepared  for  transmit- 
tal and  the  transmittal  letter  will  be  prepared. 

c.  The  transmittal  letter  and  documents  will  be 
forwarded  to  the  Distribution  Section  for  mailing  to  USAFAC. 
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10-15.  REFERENCES. 

A.  AR  37-101-1 

B.  AR  37-104-3 

C.  AR  640-2-1 
0.  AR  640-10 

E.  DA  Pam  600-8  series 

F.  All  Points  Bulletins 

10-16.  ANNEXES. 

A.  Annex  A - Flow  Charts  (OCRB) 

B.  Annex  B - Routing  Guide 
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PERSONNEL  MANAGEMENT  BRANCH  (PMB) 


11-1.  GENERAL. 

A.  Organizational  Structure.  The  PMB  organizational 
structure  remains  unchanged  under  the  COPPER  configuration. 

B.  Control  of  Documents.  Since  COPPER  Is  designed  to  be 
a controlled  environment,  all  action  documents  and  records  flour- 
ing In/ out  of  PMB  will  be  controlled  by  a BT.  The  two  types  of 
BT  used  are: 

1.  Action  Document  BT.  Contains  action  documents 
only.  The  C,  PMB  will  coordinate  with  the  C,  DCRB  and  develop 
standard  suspense  periods  by  type  action.  These  BT  are  numbered 
as  described  In  paragraph  10-9,  this  manual. 

2.  Records  BT.  Contains  MPRJ  and/or  PFR  that  have 
been  requested  by  PMB  personnel.  The  suspense  date  Indicated  on 
the  BT  Is  established  by  the  DCRB. 

11-2.  UTILIZATION  OF  EXISTING  REGULATIONS.  This  chapter  Is 
designed  to  supplement  existing  personnel  and  pay  regula- 
tions/ guidance  which  will  continue  to  be  used.  When  a conflict 
exists  between  this  manual  and  cited  references,  the  provisions 
of  this  manual  will  prevail. 

11-3.  SOP  NUMBER  1.  PMB. 

A.  Purpose.  The  purpose  of  this  SOP  Is  to  prescribe 
procedures  that  Insure  document  control  In  PMB. 

B.  Policies. 

1.  Transaction  coding  and  MPRJ /PFR  posting. 

a.  SIOPERS  transactions  and  records  posting  will 
be  Initiated  by  PMB  If  the  action  Is  not  the  responsibility  of 
another  branch/ section  In  the  PPSD. 

b.  All  SIDPERS  transactions  will  be  prepared  lAU 

DA  Pan  600-8-2. 

c.  All  ^ff’RJ  posting  will  be  accomplished  lAW  AR 


640-10  and  AR  640-2-1. 
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d.  All  PFR  posting  will  be  accomplished  lAU  AR 
37-104-3  and  AR  37-101-1. 


2.  The  PMB  OAR  will  be  prepared  lAU  paragraph  2-11, 
thi s manual . ' 


3.  All  evaluation  reports  will  be  handcarried  to  PMB. 


4.  SIDPERS  suspense  notice  actions  for  PMB  will  be 
accomplished  lAW  steps  14  thru  17,  32  and  33,  procedure  4-32,  DA 
Pam  600-8-2. 


C.  Operating  Procedures  - Document  Processing. 


1.  Incoming  BT  processing.  Upon  receipt  of  incoming 
BT  from  DCRB,  the  BT  control  clerk  will  (flow  chart,  page  II-ll- 
Al): 


a.  Review  BT  and  associated  docmentation  for 
completeness  and  coordinate  with  previous  addressee  to  resolve 
any  discrepancies. 


b.  If  BT  contains  records  only,  log  in  BT  control 
log  and  forward  it  and  attached  documentation  to  the  personnel 
management  clerk  that  requested  the  records. 


c.  For  action  document  BT,  review  and  log  in  the 
BT  control  log  and  then  forward  to  appropriate  supervisor. 


II-11-A2). 


2.  Processing  action  document  BT  (flow  chart,  page 


a.  Upon  receipt  of  an  action  document  BT,  the 
section  supervisor  must  review  and  distribute  BT  with  action 
documents  to  the  appropriate  clerk. 


b.  The  personnel  management  clerk  will: 


(1)  Submit  a written  request  to  the  DCRB  for 
actions  that  require  records. 


(2)  If  all  actions  require  records,  hold  the 
action  document  BT  until  receipt  of  records  BT,  then  follow  pro- 
cedures In  paragraph  C3,  below;  If  all  actions  do  not  require  re- 
cords, continue  processing. 


(3)  Process  those  actions  that  do  not  require 
records  lAU  existing  policies  and  procedures;  place  completed 
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actions  on  duplicate  copy  of  action  document  BT;  annotate  origi- 
nal copy  of  action  document  lAW  paragraph  11-3C6,  below,  to  show 
that  actions  were  completed  and  forwarded  on  the  duplicate  copy 
of  the  action  document  BT. 

(4)  Separate  original  and  duplicate  copies  of 
action  document  BT;  Toward  duplicate  BT  and  documentation  to 
supervisor  and  hold  original  BT  and  docimentatlon  until  receipt 
of  requested  records. 

(5)  Upon  receipt  of  records  BT,  follow 
procedures  In  paragraph  11-3C3,  below. 

c.  Upon  receipt  of  completed  actions  and  the  du- 
plicate copy  of  the  action  document  BT,  the  supervisor  will  In- 
sure completed  actions  are  correct  and  forward  the  duplicate  BT 
and  documentation  to  the  BT  control  clerk. 

d.  The  BT  control  clerk  will  follow  the  proce- 
dures In  paragraph  11-3C5,  below. 

3.  Processing  records  BT  by  the  personnel  management 
clerk  (flow  chart  page  II-11-A4): 

a.  Upon  receipt  of  the  BT  containing  the  request- 
ed records,  match  the  records  with  the  associated  action  docu- 
ments on  the  action  document  BT. 

b.  Delete  action  documents  from  action  document 
BT  and  add  to  records  BT  lAW  paragraph  11-3C5,  below. 

c.  Process  action  lAW  existing  policies  and  pro- 
cedures. 

d.  If  a RFO  Is  required,  take  the  following  ac- 
tions: 

(1)  Prepare  and  place  one  copy  In  NPRJ. 

(2)  Forward  remaining  copies  to  Orders  Sec- 
tion for  publication.  Hold  records  until  receipt  of  published 
order. 

(3)  Upon  receipt  of  published  order,  match 
order  with  records  and  remove  RFO. 
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(4)  If  there  are  BT  with  records  past  due  the 
suspense  from  DCRB,  notify  supervisor  Immediately.  Supervisor 
must  coordinate  with  DCRB  Control  Section  and  resolve  the  BT 
suspense. 

(5)  If  there  are  actions  on  records  BT  that 
do  not  have  published  order,  locate  the  order  immediately.  Upon 
receipt  of  order,  continue  processing. 

e.  If  a SIOPERS  change  report  is  required,  pre- 
pare transaction  lAU  DA  Pam  600-8-2. 

f.  If  forwarding  Indorsements  are  required, 
prepare  Indorsements. 

g.  Forward  records  BT,  action  document  BT,and  a11 
associated  documentation  to  supervisor. 

h.  Supervisor  will  Insure  processed  actions  are 
correct  and  determine  If  all  actions  on  the  original  action  docu- 
ment BT  are  complete.  If  all  actions  have  been  deleted,  forward 
the  original  action  document  BT,  records  BT,  with  associated 
documentation  to  the  BT  control  clerk.  If  all  actions  are  not 
completed,  separate  action  document  BT  and  records  BT.  Forward 
records  BT  with  associated  documentation  to  the  BT  control  clerk. 
Take  the  action  document  BT  and  reprocess  following  procedures 
established  In  paragraph  11-3C2,  above. 

1.  BT  control  clerk  will  follow  procedures  in 
paragraph  11-3C5,  below. 

4.  Processing  e-  aluatlon  reports  (flow  chart  page  11- 

11-A7). 


a.  Upon  receipt  of  completed  evaluation  report, 
the  personnel  management  clerk  will  submit  a written  request  to 
DCRB  for  the  MPRJ. 

b.  Upon  receipt  of  MPRJ,  match  record  against 
evaluation  report. 


c.  If  there  Is  not  a MPRJ  for  each  evaluation 
report,  review  report  suspense  date,  take  necessary  action  to 
locate  MPRJ  or  resubmit  written  request  to  DCRB. 

d.  Process  evaluation  reports  and  prepare  SIDPERS 
change  report,  forwarding  envelope  and  indorsements  as  required. 
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e.  Forward  records  BT  and  all  associated  documen- 
tation to  supervisor. 

f.  Supervisor  reviews  actions.  If  all  MPRJs  do 
not  have  evaluation  reports  attached  or  there  are  other  errors, 
return  BT  with  docunents  to  the  clerk  for  correction. 

g.  After  correction,  supervisor  obtains  necessary 
Initials/ signatures  from  personnel  officer,  seals  evaluation  re- 
port In  envelope  and  forwards  records  BT  with  associated  evalua- 
tion reports  to  BT  control  clerk. 

h.  Block  ticket  control  clerk  follows  procedures 
In  paragraph  11-3C5,  below. 

5.  BT  control  clerk  processing  procedures  for  out- 
going BT  (flow  chart  page  II-ll-AlO).  If  BT  contains  a SIDPERS 
change  report,  log  out  on  BT  control  log  to  SQIB;  If  It  does  not, 
log  out  to  the  DCRB. 

6.  Adding  and  deleting  actions/ records  from  a BT. 

a.  Remove  the  action/record  from  the  original  BT 
and  attach  to  the  new  BT. 

b.  Annotate  the  Remarks  Section  of  the  original 
BT  in  the  following  manner:  "LAST  NAME,  FIRST,  INITIAL,  LAST 
FOUR  of  SSN,  type  action,  removed  to  (place  new  BT  nunber)." 

c.  Annotate  the  remarks  section  of  the  new  BT  as 
follows:  "LAST  NAME,  FIRST,  INITIAL,  LAST  FOUR  of  SSN,  type 
action,  added  from  (place  original  BT  nunber)." 

d.  If  It  Is  necessary  to  suspend  the  action 
beyond  existing  BT  suspenses,  DCRB  control  section  will  be 
notified  so  that  appropriate  action  can  be  taken. 
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11>4.  REFERENCES 


A.  AR  640-2-1 

B.  AR  640-10 

C*  OA  Paul  600-8  series. 

11-5.  ANNEX; 
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PERSONNEL  AND  PAY  TRANSACTION  BRANCH  (PPTB) 


12-1.  GENERAL.  The  basic  function  of  the  PPTB  Is  to  code  pay 
and  personnel  actions.  UorkfloM  within  the  PPTB  Is  nonitored  by 
PPTB  BT  control  clerk  to  Insure  expeditious  processing  (first  In, 
first  out)  of  each  BT. 

12-2.  UTILIZATION  OF  EXISTING  REGULATIONS.  This  chapter  Is 
designed  to  supplenent  existing  pio^  and  personnel  regulations  and 
guidance  docunents  which  will  contimie  to  be  used.  When  a con- 
flict exists  between  this  Manual  and  cited  references,  the 
provisions  of  this  manual  wlll^prevall. 

12-3.  SOP  NUMBER  1.  PPTB  GENERAL  DOCUMENT  FLOW. 

A.  Purpose.  This  SOP  prescribes  step-by-step  procedures 
to  be  employed  In  the  PPTB.  Oocunent  data  flow  Is  shown  In  Annex 
A to  this  chapter. 

B.  Policy. 

1.  To  add  and  delete  actions/records  from  a BT. 


a.  Remove  the  action/record  from  the  original  BT  and 
attach  the  action/record  to  the  new  BT. 

b.  Annotate  the  Remarks  Section  of  the  original  BT  as 
follows:  "LAST  NAME,  FIRST,  INITIAL,  LAST  FOUR  SSN,  TYPE  ACTION, 
Removed  to  (new  BT  nunber)." 

c.  Annotate  the  Remarks  Section  of  the  new  BT  as 
follows:  "LAST  NAME,  FIRST,  INITIAL,  LAST  FOUR  SSN,  TYPE  ACTION, 
Added  from  (original  BT  number)." 

d.  If  It  Is  necessary  to  extend  the  action  beyond 
existing  BT  suspense,  the  Control  Section,  DCRB  will  be  notified. 

2.  Transaction  coding  and  HPRJ/PFR  posting. 

a.  All  SIDPERS  transactions  will  be  prepared  lAU 

OA  Pam  600-8-2. 

b.  All  MPRJ  posting  will  be  accomplished  lAU  AR 
640-10  and  AR  640-2-1. 
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c.  All  PFR  posting  will  be  accomplished  lAirf  AR 
37-104-3  and  AR  37-101-1. 


manual . 


3,  The  PPTB  OAR  will  be  prepared  lAU  para  2-11,  this 


4.  SIOPERS  suspense  notice  action^  for  PPTB  will  'be 
accomplished  lAW  steps  8,  10,  11,  13,  18  and  19,  procedure  4-32, 
DA  Pm  600-8-2. 

C.  Operating  Procedure. 

1.  The  PPTB  control  clerk  will  review  and  route  all 
Incoming  correspondence,  routine  Information  bulletins,  memoran- 
dums etc.,  lAW  local  branch  policy.  He  will  separate  SIOPERS 
suspense  rosters/ related  documents  not  under  BT  control  and 
forward  them  to  the  suspense  control  clerk. 
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2.  The  suspense  control  clerk  will  request  all  re- 
cords required  to  complete  suspense  actions.  A suspense  record 
of  these  actions  will  be  maintained.  In  addition,  necessary  cor- 
respondence will  be  prepared  to  affect  the  remaining  branch  sus- 
pense actions.  Copies  of  the  outgoing  correspondence  will  be 
placed  In  the  suspense  file. 

3.  The  PPTB  control  clerk  will  review  all  Incoming  BT 
to  verify  accurate/accountablllty  of  BT  and  attached  docu- 
ments/records. In  the  event  a discrepancy  exists,  the  clerk 
will  resolve  the  disparity  before  accepting  responsibility  for 
the  BT.  r.lftrk  will  then: 

a.  Log  In  the  BT. 

b.  Forward  the  BT  to  a transaction  section 

supervisor. 

c.  Supervisor  forwards  the  BT  to  a transaction 

section  clerk. 

4.  The  transaction  clerk  will  review  the  BT  to  deter- 
mine necessary  action.  If  an  action  cannot  be  completed,  the  BT 
will  be  returned  to  the  transaction  section  supervisor  for 
appropriate  processing  after  completing  all  possible  actions. 

5.  The  transaction  clerk  will  manually  post  the  DA 
Form  2-1  and  the  DA  Form  3716  as  required.  In  addition,  enter  In 
red,  changes  made  to  DA  Form  2. 

a.  Prepare  automated  Input  (JUMPS/SIDPERS). 

b.  Prepare  necessary  forwarding  docunentatlon. 

c.  Prepare  report  of  change  to  DA,  If  required. 

d.  Attach  substantiating  documents  to  PFR. 

e.  Assemble  BT  and  forward  to  section  supervisor. 

6.  The  transaction  section  supervisor  will  review  BT 
for  completeness  and  accuracy. 

a.  Return  Incorrect  action  to  clerk  for 

corrections. 

b.  Obtain  required  authenticating  signatures. 
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clerk 


c.  Forward  con^leted  BT  to  the  PPTB  control 


7.  The  PPTB  control  clerk  will  review  the  BT  for 
completness  and  withdraw  copy  of  suspense  roster.  If  attached. 

He  will  furnish  It  to  suspense  clerk. 

8..  The  suspense. control  clerk  will  clear  the  suspense 
file  after  the  source  docunent  has  been  reviewed  for  complete- 
ness. In  the  event  records  were  not  available  and  some  suspense 
actions  remain  unprocessed,  the  clerk  will  annotate  the  suspense 
copy  and  prepare  a request  for  the  necessary  records. 

He  will  log  out  BT  to  appropriate  branch.  (See  para 
12-3C2,  above) . 

12-4.  REFERENCE. 

A.  AR  37-101-1 
a.  AR  37-104-3 

B.  AR  640-2-1 

C.  AR  640-2-1 

D.  AR  640-10 

E.  DA  Pam  600  secies 
12-5.  ANNEX. 

A.  ANNEX  A - General  Flow 
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CHAPTER  13 

CUSTOMER  SERVICE  BRANCH  (CSB) 


13-1.  GENERAL.  The  organizational  structures  of  the  CSB  are 
Illustrated  In  figure  3-2  (TOE  units)  and  4-2  (TDA  or  instal- 
lation). When  an  installation  PPSD  services  multiple  commands, 
the  separation/ transfer  function  in  the  CSB  may  be  assigned  to  an 
element  outside  the  PPSU.  The  document/ data  flow  charts  for  ;the 
functions  in  CSB  are  outlined  in  Annexes  A through  D this  chapter. 

13-2.  UTILIZATION  OF  EXISTING  REGULATIONS.  This  chapter  is 
designed  to  supplement  existing  personnel  and  pay  regulations/ 
guidance  which  will  continue  to  be  used.  When  a conflict  exists 
between  this  manual  and  cited  references,  the  provisions  of  this 
manual  will  prevail. 

13-3.  SOP  NUMBER  1.  PROCESSING  INQUIRY  TYPE  ACTIONS. 

A.  Purpose.  This  SOP  defines  policy  and  prescribes 
operating  procedures  for  processing  all  pay  and/or  personnel 
inquiry  type  actions  by  the  Inquiry  Section.  Document/data  flow 
is  shown  in  Annex  A to  this  chapter. 

B.  Policy. 

1.  Inquiries  will  be  processed  as  expeditiously  as 
possible.  AOMINCEN  Form  6035-R,  (Personnel  and/or  Pay  Inquiry) 
(ref  Appendix  E),  will  be  initiated  by  the  SM  making  the  inquiry 
and  will  be  routed  for  processing  by  the  Inquiry  Section. 

2.  An  appointment  system  will  be  established  by  the 
local  PPSD.  The  system  will  be  disseminated  thru  command  chan- 
nels and  to  all  units  serviced  by  the  PPSD. 

3.  All  record  reviews  will  be  conducted  by  the  In- 
quiry Section.  A copy  of  the  SIDPERS  Suspense  Roster  will  be 
obtained  to  Insure  that  all  record  reviews  are  scheduled  lAU  step 
9,  procedure  4-32,  DA  Pam  600-8-2. 

4.  The  Chief,  Inquiry  Section,  will  inform  the  Chief, 
CSB  when  serviced  units  are  not  fulfilling  their  personnel/pay 
support  responsibilities. 
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b.  The  Chief,  CSB  will  prepare  a LOI  detailing  the 
proper  procedures  for  completion  and  forwarding  of  the  Inquiry 

form  to  the  PPSD.  This  letter  will  be  Distributed  to  all  units  i 

serviced  by  the  PPSD.  This  letter  should  also  include  the  PPSD  ! 

responsibilities  and  procedures  for  returning  completed  Inquiry 
forms  to  originators. 

b.  All  pay  adjustment  actions  will  be  accomplished  ] 

within  the  Inquiry  Section  lAW  AR  37-lUl-l  and  AR  37-104-3.  j 


C.  Operating  Procedures. 

1.  Telephone  Inquiries.  The  receptionist  of  the 
Inquiry  Section  will  receive  the  call  and  determine  the  nature  of 
the  Inquiry.  If  It  can  be  resolved  telephonically,  the  recep- 
tionist or  Inquiry  clerk  will  answer  the  Inquiry  and  record  In- 
formation required  for  the  OAR  on  a separate  sheet  of  paper  to  be 
given  to  the  supervisor  at  the  conclusion  of  each  work  d^y.  If  a 
response  cannot  be  resolved  over  the  telephone,  the  caller  will 
be  advised  to  either  submit  the  Inquiry  In  writing  or  make  an 
appointment  lAW  local  SOP.  The  Inquiry  Section  supervisor  will 
review  the  appointment  list  for  requirements  and  will  assign  the 
actions  to  available  clerks.  The  supervisor  will  return  the 
annotated  list  to  the  receptionist  for  suspense  of  the  appoint- 
ment time/ date.  (NOTE:  Care  should  be  taken  to  preclude  unauth- 
orized disclosure  of  personal  Information^ 

2.  Walk-In  Inquiries.  The  receptionist  wil 1 deter- 
mine the  nature  of  the  Inquiry  and  whether  the  Individual  Is  in 
possession  of  the  ADMINCEN  Form  bU35-R.  Procedures  for  process- 
ing a customer  without  that  form  will  be  published  In  a SOP  for- 
mat by  the  PPSD.  Individuals  having  an  appointment  will  be 
referred  to  the  designated  clerk.  Individuals  without  an  ap- 
pointment will  be  referred  to  the  next  available  Inquiry  clerk. 
After  discussion  with  the  customer  without  an  appointment,  the 
Inquiry  clerk  will  request  the  MPRJ  or  PFR,  if  necessary,  with 
the  necessary  records/ documents,  and  the  Inquiry  clerk  will 
process  the  action  lAW  13-3. C. 3c,  below.  After  resolving  the 
Inquiry,  the  clerk  will  complete  Section  III  of  the  Inquiry  form 
and  forward  It  to  the  supervisor.  The  supervisor  will  review  the 
action  taken  and  return  the  SM's  copy  and  record  copy  of  the  In- 
quiry form  to  DCRB  on  a no  records  BT  for  disposition. 
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3.  Written  Inquiries. 

a.  Written  Inquiries  are  received  from  OCRS  under 
BT  control  without  records.  When  the  BT  Is  received,  the  control 
clerk  reviews  and  logs  the  BT  and  forwaros  the  action  to  an  in- 
quiry clerk.  If  the  BT  Is  not  correct,  the  control  clerk  re- 
solves the  discrepancy  with  DCRB. 

b.  The  Inquiry  clerk  reviews  the  Inquiry  and  de- 
termines whether  the  records  are  required.  For  actions  that  re- 
quire records,  he  submits  a request  to  DCRB.  For  those  actions  on 
the  BT  that  can  be  processed  without  records,  the  clerk  will  ob- 
tain a preassigned  BT  number,  withdraw  those  actions  that  can  be 
processed,  annotate  the  original  BT  Indicating  actions  that  were 
withdrawn,  and  process  actions  lAW  paragraph  13-3. C. 3c,  below. 

c.  When  the  Inquiry  clerk  receives  the  MPRJ/PFR, 
he  removes  the  actions  from  suspense  and  matches  them  with  the 
appropriate  records.  Actions  that  can  be  processed  are  added  to 
the  records  BT  and  deleted  from  the  action  BT.  He  processes  all 
actions  appearing  on  the  record  BT  lAW  paragraph  13-3. C. 3d, 
below,  and  places  the  action  BT  with  unprocessed  actions  In  a 
suspense  file  awaiting  receipt  of  records  (ref:  para  13-3. C. 3b, 
above).  The  action  BT  Is  returned  to  the  control  clerk  when  all 
actions  are  completed.  The  control  clerk  will  review  and  log  out 
the  original  BT  to  the  DCRB. 

d.  The  clerk  will  process  any  SIDPERS  input  lAW 
DA  Pam  60U-6-2  and  post  the  MPRJ  lAW  AR  640-lU.  He  will  process 
JUMPS  automated  input  I AW  AR  37-104-3  and  process  local  payme^ 
lAW  AR  37-101-1  and  AR  37-104-3. 

e.  After  the  action  is  completed,  the  clerk  will 
complete  and  sign  Section  III  of  the  Inquiry  form.  The  record 
copy  will  be  posted  in  the  record.  The  block  will  then  be  for- 
warded to  the  supervisor  for  his  review  and  signature. 

f.  Following  the  supervisor's  review,  the  Inquiry 
clerk  will  determine  If  the  BT  contains  records.  If  there  are  no 
records,  the  BT  will  be  returned  with  the  SM's  copy  of  the  in- 
quiry form  to  the  DCRB.  When  records  are  present  on  the  BT, 
those  actions  that  do  not  require  automated  input  will  be  removed 
to  a preassigned  BT  number  and  forwarded  with  the  records  and  the 
SM's  copy  of  the  Inquiry  form  to  the  DCRB.  When  automated  Input 
Is  required,  the  BT  will  be  forwarded  with  the  records,  coded 
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Input,  and  the  SM's  copy  of  the  Inquiry  form  to  SQIB.  If  a local 
payment  was  made,  the  clerk  will  direct  the  SM  to  disbursing 
lAW  local  SOP.  One  copy  of  all  Inquiry  forms  will  be  placed  In 
an  Inquiry  File  to  be  maintained  by  the  Inquiry  supervisor. 

g.  The  Inquiry  File  will  be  sunmarlzed  ana  re- 
viewed by  the  Inquiry  supervisor.  Commanders  and  PPSO  branches 
are  notified  of  the  types  and  numbers  of  inquiries  In  order  that 
emphasis  can  be  placed  on  Identified  problem  areas. 

4.  Procedure  for  deleting  actions/transactions  from  a 
BT.  The  supervisor  will  be  Informed  when  an  action/transaction 
must  be  deleted  from  a BT.  With  the  supervisor's  concurrence  the 
clerk  will  remove  the  action/ transaction  from  the  original  BT  and 
attach  the  action/transaction  to  an  existing  like  BT  (e.g.,  S,  J, 
S/J,  NS,  NJ  BT).  The  remarks  section  of  the  original  BT  will  be 
annotated  with  the  deletion  In  the  following  manner:  Last  name, 
first  Initial,  last  four  of  SSN,  type  of  action,  removed  to  (new 
BT  nunber).  The  BT  to  which  the  action  or  transaction  Is  added 
will  also  be  annotated  In  the  remarks  section  as  follows:  Last 
name,  first  Initial,  last  four  of  SSN,  type  of  action,  added  to 
(original  BT  number).  In  the  event  that  a like  BT  does  not  exist 
to  accomplish  the  deletion  action,  or  1t  Is  deemed  necessary  to 
suspend  the  action  beyond  existing  BT  suspenses,  the  action  (with 
records  If  appropriate)  will  be  handcarried  to  the  DCRB  for  prep- 
aration of  a new  BT;  the  annotations  Indicated  In  the  foregoing 
will  be  accomplished  as  stated. 

13-4.  SOP  NUMBER  2,  PROCESSING  A TRAVEL  ACTION. 

A.  Purpose:  The  purpose  of  this  SOP  is  to  define  policy 
and  prescribe  procedures  and  controls  to  be  followed  for  process- 
ing PCS  and  TOY  travel  vouchers  by  the  Travel  Section,  CSB. 
Document/ data  flow  Is  shown  In  Annex  B to  this  chapter. 

B.  Policy:  Travel  vouchers  will  be  processed  as  expedi- 
tiously as  possible.  Other  policies  are  prescribed  In  the  JTR, 
applicable  finance  regulations,  and  model  SOPs  published  by 
USAFAC  In  All  Points  Bulletins. 
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C.  operating  procedures: 

1.  When  paid  copies  of  travel  vouchers  and  the  travel 
cards  are  received  from  Disbursing,  the  section  control  clerk  will 
separate  documents  Into  four  categories:  PCS  travel  vouchers  and 
attached  PCS  DA  Form  31s,  TDY  travel  vouchers,  advance  travel 
vouchers,  and  travel  cards. 

i.  PCS  travel  vouchers  and  attached  DA  Form  31s  will 
be  assembled  dally  and  forwarded  on  a preassigned  action  BT  to 
DCRB  for  action. 

3.  TDY  travel  vouchers  will  be  assembled  dally  and 
forwarded  on  a preassigned  action  BT  to  DCRB  for  action. 

4.  Advance  travel  vouchers  will  be  forwarded  to  the 
travel  supervisor  for  distribution  to  an  appropriate  clerk,  who 
will  process  the  suspense  action  lAU  AR  37-106.  If  col lec Lion  Is 
required,  the  action  will  be  forwarded  on  a preassigned  action  BT 
to  bCRB  for  processing. 

5.  Travel  cards  will  be  forwarded  to  the  travel 
supervisor  for  distribution  to  the  appropriate  clerk,  who  will 
file  the  travel  cards  lAU  AR  37-106. 

13-6.  SOP  NUMBER  3,  SEPARATION  PROCESSING. 

A.  Purpose:  This  SOP  defines  policy,  and  prescribes 
procedures  to  be  followed  by  a Separation  Section. 

B.  Policy: 

1.  When  Transfer  Point  responsibility  Is  assigned  to 
the  PPSO,  a Separation  Section  will  be  established  In  the  CSB. 
Internal  PPSD  control  of  records  and/or  Input  will  be  accom- 
plished using  BT.  If  the  Separation  Section  supports  other  PPSD, 
OTLs  will  be  used  to  control  and  receipt  records  from  tlie  serv- 
iced PPSD  to  the  Separation  Section  In  the  servicing  PPSD. 

2.  When  the  resposiblllty  for  a Transfer  Point  Is  not 
asslgneo  to  the  PPSD,  voucher  processing  will  be  accomplished  In 
the  Inquiry  Section  of  the  CSB.  OTLs  will  be  used  to  control  and 
receipt  records  from  the  PPSD  to  the  servicing  Transfer  Point  or 
Separation  Section.  When  Transfer  Point  responsibility  Is  not 
assigned  to  any  PPSD,  the  Transfer  Point  will  submit  automated 


11-13- 5 


iiiiHittiiiii 


COPPER 


Input  on  UTL  and  DA  Fonn  3ttl5  to  the  servicing  SQIB. 

C.  Operating  Procedure:  The  provisions  of  AR  37-l01«l. 
AR  37-IU4-3,  AR  635-10,  and  DA  Pm  6U0-8-2,  govern  separation 
processing. 


13-6.  SOP  NUMBER  4.  INPROCESSIWG 


A.  Purpose:  This  SOP  prescribes  guidance  for  the  admin- 
istrative processing  of  SM  assigned/attached  to  units  supported 
by  the  PPSD.  Document/ data  flow  Is  shown  In  Annex  C to  this 
chapter. 

B.  Policy: 

1.  All  records  (PFR/MPRJ)  will  be  reviewed  for  com- 
pleteness and  accuracy  during  Inprocessing. 

2.  Action  will  be  taken  to  update  records  or  correct 
discrepancies. 


3.  Ouring  Inprocessing,  care  will  be  taken  to  Insure 
a SIOPERS  TDR  Is  prepared  for  each  SM  not  listed  as  a pending 
gain  on  the  SIOPERS  Alpha  Roster.  In  addition,  a JUMPS  “ARV  PCS" 
entry  will  be  prepared  for  each  SM.  Both  transactions  will  be 
submitted  to  SQIB  In  a timely  fashion  to  Insure  that  personnel 
and  pay  support  Is  expeditiously  Initiated  by  the  PPSD. 

4.  Finance  and  personnel  checklists  and  associated 
forms  that  are  defined  In  applicable  regulations,  will  be  com- 
pleted during  SM/records  Inprocessing.  Required  forms  and 

1 procedures  will  not  be  repeated  In  this  SOP. 

C.  Operating  Procedures: 

1.  Inprocessing. 

a.  When  the  ^ arrives  for  Inprocessing,  he  will 
sign  the  Inprocessing  Log.  The  receptionist  will  make  a check  to 
see  If  tlie  PFR/WRO  records  are  with  the  SM.  If  the  SM  does  not 
have  the  records,  a check  of  the  Records  Suspense  File  for  In- 
processing will  be  made  In  the  event  that  the  records  were  for- 
warded by  other  means  to  the  Inprocessing  Section.  If  the  rec- 
ords are  not  In  the  suspense  file,  action  will  be  taken  by  an 
Inprocessinng  clerk  to  construct  a temporary  MPRJ  and/or  PFR  lAW 
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AR  64U-2-1,  AR  640-10,  and  AR  37-104-3.  A records  request  will 
be  made  and  forwarded  to  the  losing  station  lAW  local  SOP.  One 
copy  of  the  records  request  will  be  filed  in  the  temporary  rec- 
ord. (NOTE:  Anytime  records  require  reconstruction,  within  the 
PPSD,  the  Inprocessing  Section  will  initiate  temporary  records 
and  inprocess  the  Stl.) 

b.  Following  the  records  check,  the  receptionist 
will  obtain  the  assignment  from  PMB  and  will  annotate  three 
copies  of  the  PCS  order  with  unit  of  assignment.  One  copy  of  the 
order  will  be  placed  in  the  PFR  and  two  copies  will  be  placed  in 
the  MPRJ  (one  copy  is  for  record  and  the  other  copy  for  the  SQIB 
analyst).  The  receptionist  will  initiate  one  copy  of  MPRJ  and 
PFR  checklist  lAW  DA  Pam  600-8-9  and  AR  37-101-1. 

c.  The  receptionist  will  complete  all  other  ac- 
tions required  by  local  SOP  and  then  direct  SH  to  the  next  avail- 
able inprocessing  clerk  or  to  the  waiting  area  if  clerks  are  not 
immediately  available. 

d.  The  inprocessing  clerks  will  process  both  the 
PFR  and  MPRJ  simultaneously.  They  will  perform  a records  recon- 
ciliation and  comparison  of  the  DA  Form  2 and  latest  LES,  using 
DA  Form  4188-R  before  individually  processing  the  records.  The 
clerks  will  make  any  necessary  corrections  and  file  the  copy  of 
the  DA  Form  4188-R  in  the  PFR  lAW  AR  37-101-1. 

e.  The  inprocessing  clerk  will  inprocess  the  PFR 
lAW  applicable  finance  regulations,  make  any  casual  payments  that 
are  required  and,  if  appropriate,  direct  SM  to  the  Travel  Section 
for  settlement  of  travel  entitlement.  Following  inprocessing  ac- 
tions, the  finance  clerk  will  forward  the  records,  coded  input, 
checklists,  and  other  documents  to  the  inprocessing  supervisor 
for  review. 


f.  The  inprocessing  clerk  will  inprocess  the  MPRJ 
lAW  applicable  personnel  regulations  and  prepare  DFs  to  AAB  qr 
PMB,  if  action  by  these  branchei  is  required  following  inprocess- 
ing actions.  Upon  completion  of  inprocessing  actions,  the  per- 
sonnel clerk  will  forward  the  records,  coded  input,  checklists, 
and  other  accompanying  documents  to  the  inprocessing  supervisor 
for  review. 


g.  The  supervisor  will  match  up  the  PFR  and  MPRJ 
anu  all  associated  actions  for  review.  The  supervisor  will  re- 
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view  all  actions/documents  accomplished  during  Inprocessing.  If 
there  are  discrepancies  he  will  direct  the  applicable  clerk  to 
make  corrections.  Upon  completion  of  supervisor  review,  all 
records/ documents  wll  be  forwarded  to  the  control  clerk  for 
disposi tion. 


h.  The  control  clerk  will  separate  records  ;and 
documents  by  action/destination  group  (e.g.,  charge-out  cards/ 
temporary  locator  cards,  transmittal  letters,  DFs  to  external 
elements,  records,  cooed  input,  checklists,  and  any  DFs  to 
AAB/PMB  for  action;  SIDPERS  TOR  cards/keypunch  guide  forms,  plus 
one  copy  of  PCS  orders  for  the  SgiB  analyst  to  suspend  arrivals). 
For  each  group  of  actions,  a separate  BT  nimber  will  be  obtained 
and  a separate  BT  will  be  prepared. 

1.  The  control  clerk  will  review  ana  log  out  all 
BTs.  Charge  out  records,  temporary  locator  cards,  and  transmit- 
tal letters  to  external  elements  will  be  forwarded  to  the  DCRB 
for  disposition.  The  records  and  associated  documents  plus  the 
SIDPERS  TDR  and  SQIB  analyst's  copy  of  PCS  order  will  be  for- 
warded to  SQIB  for  disposition. 

2.  Procedure  for  deleting  actions/transactions  from  a 
BT  is  outlined  In  paragraph  13-3C4,  above. 

13-7.  SOP  number  5,  OUTPROCESSINU. 

A.  Purpose:  This  SOP  prescribes  guidance  for  the  admin- 
istrative processing  of  SM  being  reassigned  or  attached  to 
another  organization  not  serviced  by  this  PPSD.  Document/ data 
flow  1s  shown  In  Annex  D to  this  chapter. 

B.  Policy: 

1.  All  records  (PFR/MHRJ)  will  oe  reviewed  for 
completeness  and  accuracy  during  outprocessing. 

2.  Action  will  be  taken  to  update  record  or  correct 
discrepancies. 


3.  Finance  and  personnel  checklists  and  associated 
forms  that  are  detailed  in  applicable  regulations  will  be  com- 
pleted during  the  SM/ records  outprocessing.  Required  forms  and 
procedures  will  not  be  repeated  In  this  SOP. 
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4.  The  Outprocessing  Section  will  receive  a copy  of 
each  SIDPERS  loss  and  suspense  roster.  Outprocessing  will  iden- 
tify SM  who  are  due  for  normal  ETS.  The  Outprocessing  Section 
will  conduct  all  preprocessing  actions,  less  audit,  of  the 
MPRJ/PFR  that  are  required  by  Appendix  0,  AR  635-10  and  step  12, 
procedure  4-32,  DA  Pam  600-8-2  for  suspense  roster. 

C.  Operating  Procedures: 

1.  Outprocessing. 

a.  When  a PCS/ separation  order  is  received  by  the 
Outprocessing  Section,  the  clerk  will  contact  the  SM's  unit  to 
establish  an  appointment  date/time  for  outprocessing.  The  clerk 
will  then  annotate  the  orders  with  appointment  information  and 
place  in  Appointment  Suspense  File  by  date.  He  will  also  anno- 
tate the  appointment  log  with  information  required  by  local  SOP 
for  reference  purposes. 

b.  The  outprocessing  clerk  will  determine  whether 
a SIDPERS  Inquiry  DA  Form  2 is  required  lAW  DA  Pam  600-8-9.  If 
required,  he  will  prepare  a MSF  to  request  an  Inquiry  DA  Form  2 
and  forward  that  request  to  the  control  clerk  to  BT  to  SQIB. 

c.  Approximately  five  to  seven  days  bofore  the 
appointment  date,  the  control  clerk  will  remove  the  annotated 
orders  from  the  suspense  file  and  use  those  orders  to  prepare  a 
records  request.  That  request  will  identify  the  date  of  the  out- 
processing  appointment.  The  original  records  request  is  sent  to 
the  DCRB  and  a copy  with  the  annotated  orders  is  placed  in 
suspense  pending  receipt  from  DCRB. 

d.  Whe  the  records  request  is  received  from  the 
DCRB,  the  control  clerk  will  log  in  the  BT.  The  control  clerk 
will  compare  the  records  received  with  the  records  request  and 
determine  whether  any  records  are  missing.  If  records  are  mis- 
sing, a new  records  request  will  be  prepared;  the  original  rec- 
orus  request  is  annotated  and  the  new  records  request  will  be 
processed  lAU  paragraph  13-7C.lc,  above.  The  records  and  locator 
cards  that  were  received  will  be  processed  by  merging  the  orders 
from  suspense  file  with  records  and  disposing  of  the  suspense 
copy  of  the  records  request  lAW  local  SOP.  The  control  clerk 
will  annotate  the  BT  to  show  that  all  records  and  locator  cards 
were  withdrawn  for  outprocessing.  The  control  clerk  will  sepa- 
rate the  documents,  return  the  BT  to  DCRB,  and  forward  tlie 
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records,  locator  cards,  and  records  request  to  the  supervisor 
after  annotating  the  outprocessing  log  to  show  that  the  records 
were  received.  This  annotation  will  serve  as  a control  to 
Identify  which  records  are  In  the  section. 

e.  The  supervisor  assigns  the  records  to  avail- 
able clerks  for  outprocessing  actions.  At  the  same  time,  the 
supervisor  annotates  the  original  records  request  with  the  names 
of  clerks  to  process  the  actions.  The  supervisor  separates  the 
documents  and  forwards  the  PFR  and  orders  to  the  finance  clerk 
and  forwards  the  MPRJ  and  orders  to  the  personnel  clerk.  The 
supervisor  also  places  a copy  of  the  annotated  records  request 
Into  a work  assignment  file  for  reference. 

f.  The  outprocessing  clerks  review  the  records 
and  orders  to  Insure  completeness  of  documentation.  Each  clerk 
prepares  his  assigned  record  lAU  applicable  finance/ personnel 
regulations  for  outprocessing.  Locator  card  will  be  processed 
lAW  AR  37-101-1.  Following  this  preparation,  clerks  file  the 
records,  and  other  documentation.  In  an  appointment  suspense  file 
pending  arrival  of  the  SM  for  his  appointment.  {NOTE:  Finance 
and  personnel  clerks  should  be  sitting  side  by  side  to  maximize 
the  effect  of  one-stop  processing.) 

g.  When  the  SM  arrives,  he  will  sign  the  Outproc- 

1 essing  Log.  Clerks  will  withdraw  the  records  and  other  documen- 

tation from  the  Appointment  Suspense  File  and  outprocess  the  rec- 
ords lAW  applicable  finance/personnel  regulations.  The  outproc- 
essing clerk  will  also  process  any  local  payments  or  adverse 
travel  payments  required  by  SM.  Following  records  outprocessing, 
both  records  will  be  forwarded  to  the  supervisor  for  his  review. 

h.  The  supervisor  will  review  the  records  and 
associated  outprocessing  actions/ documents.  If  corrections  are 
required,  the  supervisor  will  direct  the  clerk  to  make  necessary 
corrections.  When  the  review  Is  completed,  the  records  will  be 
returned  to  the  outprocessing  clerk  who  will  separate  the  docu- 
ments. 

1.  If  the  SM  Is  reassigned  to  the  Transfer  Point, 
the  records  will  be  forwarded  by  OTL  when  the  Transfer  Point  Is 
not  organic  to  the  PPSO  and  by  BT  when  It  Is  organic.  If  the  SM 
Is  not  being  reassigned  to  the  Transfer  Point,  the  records  will 
be  given  to  the  SM  when  he  Is  eligible  to  handcarry  his  records; 
otherwise,  the  records  will  be  mailed  to  gaining  station. 
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j.  After  supervisor  review,  the  locator  card, 
codec  Input,  copy  of  the  PCS/ETS  orcer,  and  BT  will  be  logged  out 
to  the  SQIB. 

2.  Procedure  for  deleting  actions/transactions  from  a 
BT  is  outlined  in  paragraph  13-3C4. 
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13-9.  ANNEXES. 

A.  ANNEX  A - Flow  Chart,  Inquiry  Type  Actions 

B.  ANNEX  B - Flow  Chart,  Processing  Paid  Copies  of  Travel 

Vouchers 

C.  ANNEX  C - Flow  Chart,  Inprocessing  Actions 

D.  ANNEX  0 - Flow  Chart,  Outprocessing  Actions 
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Annex  A,  Flow  chert.  Inquiry  Type  Actions  (Para  13-3) 
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Annex  C,  Flow  chert,  Inproceeaing  Actions  (Pare  13-6) 
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CHAPTER  14 


ACTIONS  AND  AFFAIRS  BRANCH  (AAB) 

14-1.  GENERAL. 

A.  Organizational  Structure.  The  AAB  may  be  subdivided 
into  operating  elements  as  designated  by  the  C,  PPSD.  Overall, 
the  AAB  functions  and  mission  remains  unchanged  under  COPPER. 

B.  Document  Control.  In  the  AAB,  the  major  difference 
between  the  COPPER  system  and  current  MILPO  procedures  Is  the 
degree  of  control.  This  control  is  achieved  by  BTs  and  Is 
processed  In  two  formats: 

1.  Action  Document  BT.  Comprised  entirely  of  action 
documents,  this  BT  Is  governed  by  locally  established  suspense 
procedures  and  Is  controlled  by  the  numbering  scheme  described  In 
paragrapli  10-9B2,  this  manual. 

2.  Records  BT.  This  type  BT  contains  exclusively 
records  (MPRJ  and/or  PFR)  that  have  been  requested  by  AAB 
personnel.  The  suspense  Is  established  by  DCRB  and  Is  Indicated 
on  the  BT. 

14-2.  UTILIZATION  OF  EXISTING  REGULATIONS.  This  chapter  Is 
designed  to  supplement  existing  personnel  and  pay  regulations/ 
guidance  that  will  continue  to  be  used.  When  a conflict  exists 
between  this  manual  and  cited  references,  the  provisions  of  this 
manual  will  prevail. 

14-3.  SOP  NUMBER  1.  AAB. 

A.  Purpose.  The  purpose  of  this  SOP  Is  to  define 
procedures  that  will  Insure  document  control  within  AAB. 

B.  Policies. 

1.  Transaction  coding  and  MPRJ /PFR  posting. 

a.  SIDPERS  transactions  and  records  posting  will 
be  Initiated  by  AAB  personnel  If  the  action  Is  not  the  responsi- 
bility of  another  branch/ section  in  the  PPSD. 

b.  SIDPERS  transactions  will  be  prepared  lAW  DA 

Pam  600-8-2. 
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c.  MPRJ  posting  will  be  accomplished  lAU 
AR  640-10  and  AR  640-2-1. 


d.  PFR  posting  will  be  processed  lAU  AR  37-101-1 
and  AR  37-104-3. 

2.  The  AAB  OAR  will  be  prepared  I AW  paragraph  2-6, 
thi s manual . 

3.  The  AAB  is  responsible  for  maintaining  BT  control 
within  the  branch. 

4.  SIOPERS  output  reports. 

a.  SIOPERS  suspense  notice  actions  will  be 
accomplished  lAU  steps  20-31,  procedure  4-32,  DA  Pam  600-B-2. 

b.  When  processing  is  complete,  the  report  will 
be  retained  until  the  update  report  is  received. 

C.  Operating  Procedure.  The  AAB  performs  duties  as 
outlined  in  Chapter  4,  DA  Pam  600-8  and  paragraph  3-4K,  this 
manual,  to  Include  casualty  reporting  plus  related  personnel 
actions  and  affairs.  The  following  narrative  Illustrates  the 
document  flow  and  control  procedures  for  the  AAB  as  outlined 
In  Appendix  A (page  II-14-A1): 

1.  The  AAB  BT  control  clerk  will  receive  the  action 
BT  and  verify  that  all  listed  docunents  and  records  are  attached. 
If  not,  coordinate  with  the  forwarding  branch  to  resolve  any 
deficiency.  When  correct,  log  in  the  BT  and  determine  which  AAB 
clerk  has  responsibility  for  processing  the  action. 

2.  The  action  clerk  will: 

a.  Review  the  documents  to  determine  appropriate 

action. 

b.  Request  the  records,  if  they  are  required  to 
process  the  action.  It  is  important  to  note  that  the  clerk  does 
not  have  to  request  records  for  every  action  on  the  BT.  The 
clerk  may  request  only  the  number  of  records  that  he  feels  he  can 
process  at  that  time.  The  action  BT  is  suspensed  until  the 
record  BT  is  received.  Once  the  record  BT  is  received  and  logged 
by  t\\e  control  clerk,  the  action  clerk  will  delete  the  appropri- 
ate actions  from  the  action  BT.  The  remark  section  of  the  action 
BT  will  be  annotated  with  the  deletion  in  the  following  manner: 
"last  name,  first  initial,  last  four  of  SSN,  type  action,  removed 
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to  (place  new  BT  number)."  The  record  BT  in  turn  will  be 
annotated  in  the  Remark  Section  as  follows:  "last  name,  first 
initial,  last  four  of  SSN,  type  action,  added  to  (place  original 
BT  number)."  In  the  event  that  the  action  BT  needs  to  be 
suspended  beyond  the  existing  BT  suspense,  the  action  will  be 
handcarried  to  the  DCRB  for  preparation  of  a new  BT.  When  all 
the  actions  have  been  deleted  from  the  action  BT,  it  will  be 
routed  through  the  BT  control  clerk  and  returned  to  DCRB.  The 
actions  and  records  on  the  record  BT  will  then  be  processed  as 
outlined  in  paragraph  2c,  below.  If  only  part  of  the  actions 
were  transferred  to  the  record  BT,  then  the  balance  on  the  action 
BT  is  suspensed  pending  receipt  of  requested  MPRJ  and  the  actions 
on  the  record  BT  are  processed  lAW  paragraph  2c,  below. 

c.  Determine  whether  the  action  is  an  initial  or 
an  indorsed  document.  When  it  is  an  initial  action,  then  process 
per  paragraph  2d,  below;  if  not,  process  per  paragraph  2e,  below. 

d.  Determine  who  is  the  approving  authority  for 
the  initial  action.  If  tte  approving  authority  is  either  a board 
or  a higher  headquarters,  the  clerk  will  process  the  action  lAW 
the  appropriate  personnel  procedure,  maintain  a suspense  file  and 
forward  necessary  correspondence  to  the  AAB  supervisor.  If  the 
initial  action  can  be  approved  locally,  it  is  processed  lAW 
paragraph  2e,  below. 

e.  If  the  action  has  been  approved/disapproved, 
recommended/ not  recommended  and/or  can  be  approved  locally,  the 
clerk  must  determine  the  approval  status  and  the  individual's 
eligibility.  If  the  action  was  or  is  approved/recommended  and 
the  individual  eligible,  the  clerk  will  complete  the  action  and 
prepare  an  RFO,  when  appropriate.  For  those  actions  requiring  an 
RFO,  the  clerk  will  place  one  copy  in  the  record  and  forward  the 
remaining  copies  to  the  orders  section.  The  records  will  be  held 
in  a suspense  file  until  the  orders  are  received.  Once  the 
published  order  is  received,  the  clerk  will  inventory  orders 
against  actions  on  the  BT.  When  there  are  actions  past  due  the 
established  suspense,  the  clerk  will  immediately  notify  his 
supervisor,  who  will  resolve  the  BT  suspense  discrepancy  with  the 
DCRB.  When  there  are  outstanding  actions  on  the  BT  that  still  do 
not  have  published  orders,  the  clerk  will  take  immediate  action 
to  locate  the  orders  and  then  continue  processing.  If  he  cannot 
locate  t)ie  orders,  the  clerk  will  notify  his  supervisor.  When 
there  is  a requirement  for  SIDPERS  input,  the  clerk  will  make  the 
necessary  transactions.  All  documentation  on  the  BT  are 
assembled  and  forwarded  to  the  supervisor  for  review. 
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f.  If  the  action  was  or  Is  not  approved/ 
recommended  and/or  the  Individual  Is  not  eligible  the  clerk  will 
complete  the  action  and  prepare  an  Indorsement,  when  appropriate. 
For  ttiose  actions  requiring  SIDPERS  Input,  the  clerk  will  make 
the  necessary  transactions.  All  docianents  on  the  BT  are 
assembled  and  forwarded  to  the  supervisor  for  review. 

3.  The  AAB  supervisor  will: 

a.  Check  each  action  and  BT  for  accuracy  and 

compi eteness. 

b.  Resolve  any  late  suspense  actions  with  the 

DCRB. 

c.  Forward  the  BT,  action  docunents,  records. 
Indorsements,  cover  letters,  RFOs  and/or  SIDPERS  transactions  to 
the  BT  control  clerk. 

4.  The  AAB  BT  control  clerk  will: 

a.  Verify  that  all  listed  documents  and  records 
are  attached  and  that  the  BT  Is  properly  annotated,  when 
required. 

b.  Forward  BT  with  SIDPERS  transactions  to  the 
SQIB  and  those  without  to  the  DCRB. 

14-4.  REFERENCES. 

A.  AR  360-5. 

B.  AR  600-10. 

C.  DA  Pam  600-8  scries. 


14-5.  ANNEX. 


[ A.  Annex  A - Document/Data  Flow  AAB 
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CHAPTER  IS 


SYSTEMS  QUALITY  INTERFACE  BRANCH  (SQIB) 

15>1.  GENERAL.  The  organizational  structure  of  the  SQIB  is  divided 
into  the  Transaction  Edit  (TES),  Audit,  Data  Base  Management,  and  Input/ 
Output  Control  (I/OC)  Sections.  The  SQIB  is  responsible  for  the  following: 

A.  Specific  functions  and  responsibilities  as  outlined  in 
paragraph  3-4  Q through  U,  this  manual. 

B.  Additions/deletions  to  BT.  A clerk  belelvlng  that  a record/ 
transaction  must  be  deleted  from  a BT  will  Immediately  explain  the 
situation  to  their  supervisor.  With  the  supervisor's  concurrence,  the 
clerk  will  remove  the  action/transaction  to  an  existing  like  BT  (e.g., 

S,  J,  S/J,  NS,  NJ  BT).  The  remarks  section  of  the  original  BT  will  be 
annotated  with  the  deletion  In  the  following  manner:  "LAST  NAME,  FIRST 
INITIAL,  LAST  FOUR  of  SSN,  type  action,  removed  to  (NEW  BT  NUMBER)". 

The  BT  that  the  action  or  transaction  Is  added  td.ll  also  br  annotated  in 
the  remarks  section  as  follows:  LAST  NAME,  FIRST  INITIAL,  LAST  FOUR  of 
SSN,  type  action,  added  from  (original  BT  NUMBER)".  In  the  event  that 

a like  BT  does  exist  or  It  Is  deemed  necessary  to  suspend  the  action 
beyond  existing  BT  suspenses,  the  action  (with  records,  If  appropriate) 
will  be  handcarrled  to  the  DCRB  for  preparation  of  a new  BT;  the 
annotations  Indicated  in  the  foregoing  will  be  accomplished  on  the  new 
BT  In  the  same  manner. 


C.  Forms  and  logs  used  within  the  SQIB  as  shown  In  Appendix  E, 
this  manual. 

D.  Document/data  flows  as  charted  In  Annexes  A through  B to 
this  chapter. 

15-2.  UTILIZATION  OF  EXISTING  REGULATIONS. 

This  chapter  Is  designed  to  supplement  existing  personnel  and 
pay  regulations/guidance  which  will  continue  to  be  used.  When  a conflict 
exists  between  this  manual  and  cited  references  the  provisions  of  this 
manual  will  prevail. 

15-3.  SOP  NUMBER  1.  UTL  PROCESSING. 

A.  General.  Unit  input  (or  PAG  under  the  CABL  concept)  will  be 
forwarded  to  the  PPSD  on  a UTL.  Units  having  only  DA  Form  3815  Input, 
will  also  attach  that  form  to  a UTL.  Bach  UTL  will  be  forwarded  to  the 
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PPSD  in  three  copies.  Document/data  flow  Is  shown  In  Annex  A.  An 
example  of  a UTL  is  shown  in  Appendix  E. 

B.  Edits.  The  data  analyst  will  make  the  following  edits 
Immediately  upon  receipt  of  the  UTL. 

1.  Check  sequence  of  UTL  and  date/time  stamped  documents 
as  appropriate  (e.g..  Items  not  to  be  date/time  stamped  are  OERS, 

SEERs,  MSFs,  etc.). 

2.  Verify  Inclosures  to  UTL. 

3.  Resolve  correctable  errors.  Errors  that  cannot  be 
corrected  will  be  processed  lAW  paragraph  15- 3C,  below. 

4.  Insure  that  errors  have  been  corrected  on  DL  pertaining 
to  previous  UTL. 

a.  If  errors  have  not  been  corrected » prepare 
correspondence  lAW  paragraph  15-3C,  Below. 

b.  If  errors  have  been  corrected,  clear  the  DL  Suspense 

File. 

(1)  Match  the  original  DL  from  the  unit  with  the 
duplicate  contained  In  the  DL  Suspense  File. 

(2)  Destroy  the  duplicate  DL. 

(3)  File  the  original  DL  and  the  duplicate  UTL  In 
the  UTL  Completed  File. 

5.  Process  DA  Form  3815  lAW  paragraph  15-4,  below. 

6.  The  following  actions  will  be  taken  after  edits  (except) 
on  UTLs  that  DL  must  be  prepared): 

a.  Log  UTL  In  Control  Log. 

b.  Sign  UTL. 

c.  Return  original  UTL  to  unit. 

d.  Place  duplicate  In  UTL  Completed  File. 


II-15-2 


I 


COPPER 


e.  Process  triplicate  ITTL,  DA  Form  3815.  and  contents 
lAW  paragraph  15-4,  below. 

C.  DL  Processing.  If  errors  that  cannot  be  corrected  are  found 
on  the  UTL,  a duplicate  will  be  prepared.  An  example  of  a DL  Is  shown 
In  Appendix  E. 

1.  The  UTL  Log  will  be  annotated  to  show  that  a DL  was  prepared 
for  the  UTL  number. 

2.  The  original  DL,  duplicate  UTL,  and  any  erroneous 
documents  (to  Include  DA  Form  3815  and  contents.  If  rejected)  will  be 
returned  to  the  originator /unit. 

3.  The  UTL  will  be  annotated  to  show  those  documents  that 
are  correct  and  are  to  be  processed. 

4.  The  duplicate  DL  and  the  original  UTL  will  be  filed  In  the 
DL  Suspense  File. 

5.  The  triplicate  UTL,  correct  documents,  and  DA  Form  3815 
will  be  processed  lAH  paragraph  15-4C  below. 


■ 


15-4.  SOP  NUMBER  2.  DA  FORM  3815  PROCESSIMG. 

A.  General.  The  processing  of  the  DA  Fom  3815  is  accom- 
plished by  the  data  analyst  In  SQIB.  Document/ data  flow  Is  shown 
In  Annex  A. 

B.  DA  Form  3815.  This  form  will  contain  the  unit  SIDPERS 
Input.  The  following  documentation  to  support  the  named  transac- 


tions must  be  present  on  the  UTL: 

TRANSACTION 

Flagging 

OSTR 

DYST  Changes 
DPRT  LV 

RTN  from  LV 

To  and  from  HOSP 

To  and  from  CONF 
(H11  and  Civ) 

RTN  from  TDY  (EM  only) 

To  and  from  AWOL 

DFR 

DECEASED 

To  and  from  ADMIN  ABS 

To  and  from  ASGN 
not  joined 

Arrivals 

Departures 


SOURCE  DOCUMENT  REQUIRED 

DA  Form  268  (Report  for  Suspension 
of  Favorable  Personnel 
Actions)  for  Initial  & final 
reports  (otherwise  NONE) 

NONE 

Susp  cy  of  DA  Form  31 
(Request  Authority  for  Leave) 

Orig  DA  Form  31 

DA  Form  4187  (Personnel  Action) 

DA  Form  4187 

DA  Form  4187 
DA  Form  4187 
DA  Form  4187 
DA  Form  4187 
DA  Fonn  4187 
DA  Form  4187 

NONE 

NONE 
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C.  Edits.  The  data  analyst  will  make  edits  listed  below. 
In  the  presence  of  the  unit  clerk  (so  that  corrections  can  be 
more  easily  resolved  and  the  clerk  can  be  eajcated)  whenever 
possible. 


600-B-l. 


1.  Check  sequence  niinber  of  DA  Form  3815. 

2.  Insure  DA  Form  3815  Is  completed  lAU  DA  Pam 


3.  Verify  contents  with  transactions  forwarded  on  DA 
Form  3815.  Insure  supporting  docunents  shown  In  paragraph  15-4B, 
above  are  Included  on  the  UTL. 

4.  Edit  transactions  using  the  supporting  documenta- 
tion and  SIDPERS  reports. 

5.  Insure  propriety  of  deletion  transaction  (D73)  lAU 
Appendix  C,  DA  Pam  600-8-2  and  obtain  approval  of  C,  SQIB  or 
designated  supervisor. 

6.  Verify  PCS  arrival  transactions  against  PCS  orders 
maintained  In  an  Incoming/Outgoinq  Personnel  Suspense  File.  This 
Is  a 31  day  suspense  file  of  PCS  (both  arrival  and  departure) 
orders  that  are  received  from  the  CSB  via  TES  In  the  SQIB. 

Orders  are  filed  by  unit  by  suspense  date. 

a.  If  there  Is  an  order  on  file  to  support  the 
arrival  transaction,  edit  transaction  against  order  and  then 
destroy  order.  When  there  Is  no  order  on  file,  contact  CSB  to 
determine  the  SM  status. 

b.  If  SM  has  Inprocessed,  verify  data  on  trans- 
action with  CSB  and  continue  processing.  When  the  SM  has  not 
Inprocessed,  notify  unit  to  have  SM  do  so.  Suspend  DA  Form  3815 
until  notification  Is  received  from  CSB  that  SM  has  been  Inpro- 
cessed, then  continue  processing. 

7.  Dally  review  the  Incoming/Outgoing  Personnel 
Suspense  File  for  arrival  PCS  orders  suspended  for  each  unit. 

a.  If  there  are  no  orders  suspended,  continue 
editing;  when  there  are  orders  suspended  but  no  transaction, 
contact  CSB  to  Insure  SM  has  Inprocessed  and  was  Indeed  assigned 
to  the  unit. 
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b.  If  SM  was  not  assigned  to  the  unit,  obtain 
correct  assignment  from  CSB  and  refUe  the  order  for  the  appro- 
priate unit.  If  SM  was  assigned,  notify  unit  and  suspend  DA  Form 
3815  until  a transaction  Is  received  from  the  unit.  Once 
transaction  Is  received  continue  processing. 

8.  Verify  PCS  departure  transactions,  against  PCS 
order  maintained  In  the  Incoming/Outgoing  Personnel  File. 

a.  If  there  Is  an  order  on  file  to  support  the 
departure  transaction,  edit  the  transaction  against  the  order  and 
then  destroy  the  order;  when  there  is  no  order,  contact  the  CSB 
to  ascertain  If  SM  has  out  processed. 

b.  If  the  SM  has  out, processed,  verify  data  on 
transaction  with  CSB  and  continue  processing.  When  an  Individual 
has  not  out  processed,  notify  CSB  of  the  SM  departure  so  that  CSB 
may  take  action  to  outprocess.  Continue  processing. 

9.  Dally  review  the  Incoming/Outgoing  Personnel 
Suspense  File  for  departure  PCS  orders  suspended  for  each  unit. 

a.  If  there  are  no  orders  suspended,  continue 
processing;  however,  when  there  are  orders  suspended  but  no 
transaction,  verify  with  CSB  that  SM  did  outprocess.  If  so,  then 
ascertain  from  unit  If  there  Is  a different  "will  proceed"  date. 

b.  If  there  is  a different  "will  proceed"  date, 
annotate  the  order  accordingly  and  refile  In  suspense  under  the 
new  date.  When  there  Is  no  new  "will  proceed"  date,  suspend  DA 
Form  3815  until  unit  prepares  a departure  transaction.  When 
either  of  the  two  conditions  are  met,  continue  processing. 

10.  Verify  accuracy  of  "OSTR"  transaction. 

11.  Correct  with  unit  clerk  any  errors  found  during 
edits  that  are  possible  to  correct. 

12.  Pull  erroneous  transactions  and  add  them  to  a DL 
or  prepare  a DL  for  return  to  the  unit  (15-3C,  above). 

13.  Review  the  PTRO  (P-ll)  with  the  unit  clerk. 

Resolve  all  possible  errors  at  this  time  and  Include  corrections 
on  DA  Form  3815. 
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14.  Log  DA  Form  3815  In  DA  Form  3815  Log. 

15.  Sign  DA  Form  3815  and  return  original  copy 
unresolved  error  cards,  and  PTRO  (P-11)  to  unit  clerk.  File  the 
duplicate  copy  In  the  DA  Fonn  3815  File. 

16.  Annotate  the  supporting  documents  on  the  UTL  as 

follows: 

a.  Supporting  docmnents:  "Unit  SIDPERS  Input 

Made." 

b.  Supporting  documents  that  are  substantiating 
documents  for  dispatch  to  USAFAC:  "Substantiating  Docunent." 
These  are  documents  supporting  unit  transactions  which  Impact  on 
pay  matters. 

17.  Process  remaining  docunents  as  follows: 

a.  Review  documents. 

b.  Check  whether  there  are  any  DA  Form  31 
contained  In  the  documentation;  If  so,  take  the  following 
actions: 

(1)  If  a suspense  copy,  verify  that  DA  Form 
31  Is  In  the  proper  sequence.  If  not,  coordinate  with  the  unit 
to  resolve.  If  correct  or  once  problem  Is  resolved,  log  In  DA 
Form  31  log. 

(2)  If  original  copy,  verify  that  suspense 
copy  has  been  received.  If  not,  coordinate  with  the  unit  to 
resolve.  Transfer  Information  from  original  DA  Form  31  to 
suspense  copy. 

c.  Separate  documents  into  the  following 
categories  and  process  as  follows: 


(1)  Supporting  Documents. 


(b)  Annotate  the  UTL  (copy  3)  to  reflect  the 
wIthdraMal  of  any  documents. 

(c)  Annotate  UTL  to  show  the  addition  of  the 
completed  suspense  copy  of  the  OA  Form  31  for  personnel  who  have 
returned  from  leave,  (d)  Forward  triplicate  UTL  with  attachments 
: OCRS. 

(2)  Unit  SIDPERS  Input  and  one  copy  of  each 
JUMPS-Army  substantiating  docunent  for  that  Input  will  be  for- 
warded to  I/OC  control  clerk  for  further  processing. 

15-5.  SOP  NUMBER  3.  PROCESSING  INCOMIMG  BT  TO  THE  SQIB. 

A.  General.  Incoming  BT  to  the  SQIB  will  be  forwarded 
through  the  SQIB  control  clerk  for  Initial  processing.  Docunent 
data  flow  Is  shown  In  Annex  B. 

B.  Control  Clerk  Actions. 

1.  Receive  all  Incoming  BT  and  review  contents.  If 
there  are  ar\y  discrepancies,  the  control  clerk  will  resolve  these 
with  the  previous  addressee  shown  on  the  BT. 

2.  Once  the  BT  Is  determined  to  be  correct,  the  clerk 
will  take  the  following  actions: 

a.  The  date  received  will  be  annotated  on  the  BT 
adjacent  to  the  SQIB  Process  Block. 

b.  The  SQIB  Control  Log  will  be  annotated  to  show 
date  received  (block  2)  and  BT  nunber  (block  1),  If  not  previous- 
ly entered.  (Logs  should  be  prenumbered.)  An  example  of  the 
SQIB  Control  Log  Is  shown  In  Appendix  E. 

c.  The  clerk  will  then  separate  audit  block 
("Audit"  will  be  shown  In  Action  Section  (block  10)  of  BT),  TOR 
blocks  (also  shown  In  block  10),  and  other  blocks. 

(1)  The  audit  blocks  will  be  forwarded  to 
Audit  Section  of  the  SQIB  and  the  BT  Control  Log  annotated  to 
show  “Audit"  In  the  SQIB  Section  (block  4). 
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(2)  TOR  blocks  will  be  forwarded  to  I/OC 
Section  and  block  6 will  be  annotated  with  the  date.  There  will 
be  no  entries  In  blocks  3,4,  and  5 for  these  type  blocks. 

(3)  All  other  BT  will  be  forwarded  to  the  TES 
and  block  3 of  the  Control  Log  will  be  annotated. 

15-6.  SOP  NUMBER  4.  AUDIT  SECTION  PROCESSING  OF  AUDIT  BLOCKS. 

A.  General.  Audit  Section  will  request  records  from 
DCRB.  The  DCRB  will  block  records  through  the  SQIB  to  the  Audit 
Section.  In  all  audits,  both  records  will  be  requested  and 
common  data  compared.  Document/ data  flow  Is  shown  In  Annex  B. 

B.  Audit  Clerk  Actions. 

1.  Audit  Section  clerk  will  audit  records  using  ref- 
erence publications,  and  other  guidance  as  prescribed  by  local 
SOP'S. 

2.  Should  errors  be  found,  the  clerk  will  Initiate  1 

appropriate  actions.  This  action  will  Include  coding  of  required  1 

SIDPERS  and/or  JUMPS  Input  and  posting  of  records  as  appropriate.  ] 

3.  Upon  completion  of  audit,  the  clerk  will  place  his  | 

last  name  In  the  clerk  block  (block  7)  of  the  BT.  ] 

j 

1 

4.  When  SIDPERS  and/or  JUMPS  coded  Input  Is  prepared,  | 

the  BT  will  be  forwarded  to  TES  for  action  as  required  by  | 

paragraph  15-7,  below.  ] 

] 

5.  If  Input  Is  not  prepared,  the  BT  and  attachments  1 

will  be  returned  to  the  SQIB  control  clerk.  ' 

15-7.  SOP  NUMBER  5.  TES  PRXESSING  OF  BT.  I 

j 

A.  General.  Blocks  will  be  forwarded  to  the  TES  by  the 
SQIB  control  clerk.  The  TES  supervisor  will  assign  blocks  for 
action  to  the  edit  clerks.  Document/ data  flow  Is  shown  In  Annex 
B. 


B.  Edit  Clerk  Actions. 

I.  When  the  BT  Is  an  Inprocessing  block,  the  clerk 
will  take  the  following  actions: 
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a.  Complete  SQIB  portion  of  Inprocessing 
Checklist  and  post  required  copies  to  the  records. 

b.  Review  the  Suspense  Checklist  to  Insure  cor- 
rectness. The  original  will  be  posted  In  the  actions  pending 
portion  of  the  MPRJ  and  the  duplicate  forwarded  to  the  TES  super- 
visor. At  least  once  a day,  these  checklists  will  be  forwarded 
to  the  appropriate  action  branch. 

c.  Further  processing  Is  as  follows: 

2.  If  the  BT  contains  error  listings  (I.e.,  DJUOL, 
JMCOL,  PTRO,  UPAN),  It  will  be  processed  lAW  paragraph  15-17, 
below  and  the  remainder  of  this  paragraph. 

3.  The  clerk  will  edit  transaction  against  source 
document.  Clerk  will  Insure  that  DA  Forms  2 and  2-1  are  posted, 
that  action  Is  lAU  appropriate  regulatory  guidance,  and  the 
required  supporting  documentation  Is  posted  In  the  appropriate 
.record. 


4.  When  the  transaction  Is  Incorrect  and  the  clerk 
cannot  correct  It,  he  will  coordinate  with  the  action  branch  to 
establish  the  proper  transaction.  Once  the  transaction  Is 
corrected  the  clerk  will  take  the  following  actions: 

a.  For  DA  Form  3684s  (JUMPS-Anny  Report  of  Pay 
Change)  the  correction  will  be  made  In  red  on  the  original  and 
duplicate.  The  form  will  be  known  as  a red  lined  DA  Form  3684. 

b.  For  transactions  on  a key  punch  guide  form, 
the  line  entry  In  error  will  be  corrected  by  annotating  In  red. 
This  document  will  be  referred  to  as  a red  lined  keypunch  form. 

c.  For  MSF  the  data  In  error  will  be  erased  and 
recoded.  Short  explanation  will  be  annotated  In  colored  portion 
of  the  form.  This  will  be  known  as  a red  line  MSF. 

5.  When  the  transaction  requires  a substantiating 
document,  the  clerk  will  take  the  following  actions: 

a.  On  DA  Form  3684. 

(1)  A substantiating  document  number  will  be 
assigned  from  the  Substantiating  Document  Control  Log  lAW  AR  37- 
104-3. 


i 
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(2)  The  document,  to  Include  the  copy  filed 
In  the  PFR,  will  be  annotated  "Substantiating  Document"  and  the 
other  data  required  by  paragraph  90702,  AR  37-104-3  will  be  anno- 
tated on  the  docunent. 


DA  Form  3684. 


(3)  The  document  number  will  be  coded  on  the 


b.  For  transactions  on  a MSF,  that  via  the 
SIDPERS/JUMPS  Interface  will  produce  a JUMPS  by-product  card,  the 
clerk  will  annotate  the  document  “Substantiating  Document"  and 
attach  It  to  the  BT.  The  duplicate  copy  filed  In  the  PFR  will 
also  be  stamped.  No  further  action  will  be  taken  on  these  docu- 
ments at  this  time.  The  Interface  will  assign  the  document  nun- 
ber  and  I/OC  Section  will  place  the  nunber  on  the  USAFAC  copy  of 
the  document  after  SIDPERS  processing. 

c.  The  total  nunber  of  substantiating  documents 
on  a given  block  will  be  annotated  In  block  17  of  the  BT. 

6.  The  edit  clerk  will  enter  the  number  of  cards  to 
be  produced  during  data  reduction  in  block  16  of  the  BT. 

7.  Once  above  actions  are  completed,  the  edit  clerk 
will  annotate  the  clerk  block  (block  number  7)  of  the  BT  with  his 
last  name  and  forward  the  BT  to  the  SQIB  control  clerk. 

15-8.  SOP  NUMBER  6.  PROCESSING  BT  AFTER  EDIT  OR 


A.  General.  This  SOP  outlines  actions  of  the  SQIB 
control  clerk  In  processing  BT  after  edit  and  audit  have 
completed  their  actions.  Document/ data  flow  Is  shown  In  Annex  B. 

B.  SQIB  Control  Clerk  Actions. 

1.  The  clerk  will  review  blocks  and  contents  to  In- 
sure no  documents/ records  have  been  misplaced  during  SQIB  pro- 
cessing. If  a discrepancy  Is  found,  the  clerk  will  coordinate 
with  TES  or  Audit  Section  to  resolve. 

2.  Once  the  blocks  are  correct,  the  clerk  will  sepa- 
rate the  original  BT  and  SIDPERS/JUMPS  Interface  substantiating 
documents  from  the  duplicate  copy  of  the  BT,  JUMPS  only  substan- 
tiating documents,  and  documents  for  distribution.  The  clerk 
will  process  as  specified  below  for  the  two  groups.  (For  audit 
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a.  Duplicate  BT,  PFRs  and/or  MPRJs,  JUMPS  only 
substantiating  dociments,  and 'documents  for  distribution  (due  to 
their  sensitive  nature,  OER/EER  will  be  In  sealed  envelopes  and 
w1 1 1 not  be  opened) . 

(1)  The  clerk  will  annotate  date  routed 
(block  8)  of  the  BT  adjacent  to  the  SQIB. 

(2)  The  clerk  will  annotate  blocks  4,  5,  and 
7 of  the  SQIB  Control  Log  to  show:  date  records  returned  to 
file;  the  nianber  of  records  by  type  (MPRJ  and  PFR)  forwarded;  and 
the  number  of  actions  by  category  (S,  0,  S/d,  Error  Listing 
Line). 

(3)  The  BT,  records,  and  documents  will  be 
forwarded  to  the  OCRB. 

b.  Original  BT,  coded  Input,  and  SIOPERS/JUMPS 
Interface  substantiating  document. 

(1)  The  date  forwarded  to  I/OC  Section  will 
be  annotated  In  block  6 of  the  SQIB  Control  Log. 

% (2)  These  documents  will  then  be  forwarded  to 

^ I/OC  Section. 

15-9.  SOP  NUMBER  7.  INITIAL  PROCESSING  INCOMING  BT/UNIT  INPUT 



A.  General.  This  SOP  pertains  to  the  Initial  processing 
of  BT  and  the  break  down  of  those  blocks/unit  Input  Into  batches 
within  the  I/O  Control  Section.  Document/ data  flow  Is  shown  In 
Annex  C. 

B.  I/X  Section  Control  Clerk  Actions. 

1.  The  I/OC  Section  control  clerk  will  review  all 
Incoming  BT  to  Insure  they  are  complete.  If  not,  the  I/OC 
section  control  clerk  will  coordinate  with  the  SQIB  control  clerk 
to  correct. 

2.  The  I/OC  section  control  clerk  will  log  the  BT  In 
by  completing  Items  1 and  2 of  the  1/OC  Section  Control  Log. 

(Logs  should  be  prenumbered.)  An  example  of  this  log  Is  shown  In 
Appendix  E. 
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3.  Unit  SIOPERS  Input  and  the  original  copy  of  each 
SIOPERS/JUMPS  Interface  substantiating  docunent  for  unit  Input 
will  be  received  from  the  data  analyst. 

4.  The  I/OC  section  control  will  separate  the  BT  and 
unit  Input  Into  the  following  categories: 

a.  Mixed  Input  BT.  A mixed  Input  block  Is 
defined  as  containing  both  SIOPERS  and  JUMPS  Input  forms. 

b.  SIOPERS  Input  BT.  A block  containing  only 
SIOPERS  Input  forms  (to  Include  unit  Input). 

c.  JUMPS  Input  BT.  A block  containing  only  JUMPS 

Input  forms. 

IS-IU.  SOP  NUMBER  8.  PROCESSING  MIXEO  INPUT  BT. 

A.  General.  This  SOP  covers  the  procedures  for  process- 
ing mixed  Input  BT  In  I/O  Control  Section.  Document/ data  flow  Is 
shown  In  Annex  C. 

B.  I/OC  Section  Control  Clerk  Actions. 

1.  The  control  clerk  will  Initiate  a Batch  Control 
Sheet  (See  Appendix  E)  In  triplicate  by  assigning  a nunber  from 
the  Control  Log  of  Batch  Control  Sheets.  The  clerk  will  circle 
that  number  on  the  Control  Log  of  Batch  Control  Sheets.  That 
number  will  be  annotated  In  the  Batch  Number  block  (block  Z)  and 
the  date  of  preparation  will  be  annotated  In  block  1.  All  of  the 
BT  niinbers  In  this  batch  will  be  annotated  In  block  3 of  the 
Batch  Control  Sheet. 

2.  The  batch  nunber  the  block  Is  assigned  will  be 
annotated  In  Batch  Control  Number  Block  (block  3)  of  the  I/OC 
Section  Control  Log. 

3.  The  clerk  will  then  break  the  batch  up  Into  the 
following  categories  and  process  accordingly: 

a.  Triplicate  Batch  Control  Sheet  and  SIOPERS 

Input  forms. 


(1)  Suffix  the  batch  nunber  with  "S". 
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(2)  Annotate  the  number  of  Input  forms 
(block  5)  adjacent  to  both  the  OMPR  and  Key  Punch  blocks.  When 
this  batch  has  only  MSF,  the  OMPR  will  have  the  nunber  of  forms 
listed;  If  the  batch  has  only  key  punch  guide  forms,  the  Key 
Punch  block  will  have  the  nunber  of  forms  listed. 

(3)  The  clerk  will  list  the  process  order 
In  the  Processing  Block  of  the  Batch  Control  Sheet. 

(a)  If  the  batch  has  only  MSF,  a "1"  will 
be  placed  next  to  OMPR  end  a ”2“  In  the  I/OC  Section  Control 
Clerk  block. 

(b)  If  the  batch  has  Key  Punch  guide  forms, 
a "I"  will  be  placed  In  the  Key  Punch  block  and  a "2”  In  the  Key 
Verify  block.  A "3“  will  be  placed  In  I/OC  Section  Control  Clerk 
block. 

(c)  When  a batch  has  both  MSF  and  key  punch 
guide  forms,  a "1“  will  be  placed  adjacent  to  OMPR,  a "2“  adja- 
cent to  Key  Punch,  a "3“  adjacent  to  Key  Verify,  and  a "4"  In  the 
I/OC  Section  Control  Clerk  block. 


b.  Duplicate  Batch  Control  Sheet  and  DA  Form 

3684s. 

(1)  Suffix  the  batch  number  with  "J". 

(2)  Annotate  the  nunber  of  DA  Form  3684s 
adjacent  to  the  Key  Punch  block. 

(3)  The  process  order  will  be  listed  as 
follows:  "1"  Key  Punch,  "2"  Key  Verify,  "3"  80-80  List,  "4“  Edit 
and  "5"  I/OC  control  clerk. 

c.  Original  Batch  Control  Sheet,  BT,  and  sub- 
stantiating documents. 

(1)  Suffix  the  batch  with  "SJ". 

(2)  Total  the  nunber  of  Input  forms  shown 
on  duplicate  and  triplicate  copies  of  the  Batch  Control  Sheet  In 
block  5 and  place  the  total  nunber  of  Input  forms  In  block  5 of* 
the  original  BT. 

4.  At  the  end  of  the  above,  the  following  actions 
will  be  taken: 
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«.  Tht  original  of  the  Batch  Control  Sheet, 
associated  BTs,  and  substantiating  docinents  will  be  placed  In 
the  Data  Reduction  Suspense  File. 

b.  The  duplicate  Batch  Control  Sheet  along  with 
the  DA  Foni  36B4s  and  BT  will  be  forwarded  to  the  ”1”  addressee. 

c.  The  triplicate  Batch  Control  Sheet  and  the 
SIDPCRS  Input  fonts  will  be  forwarded  to  the  "1"  addressee. 

C.  Process  Clerk  Actions. 

1.  OMPR.  The  OMPR  operator  will  run  the  MSF 
through  the  Optical  Nark  Page  Reader.  He  will  annotate  the 
nunber  of  cards  produced  In  block  5 and  annotate  his  last  name  In 
block  7. 


2.  Key  Punch.  The  key  punch  operator  will  punch 
cards  and  annotate  nunber  of  cards  in  block  6 and  his  last  name 
In  block  7 of  the  Batch  Control  Sheet. 

3.  Key  Verify.  The  operator  will  key  verify  cards 
and  annotate  last  name  In  operator  block,  block  7,  of  the  Batch 
Control  Sheet. 

4.  80-80  List.  The  clerk  having  the  batch  80-80 
listed  will  place  his  last  name  In  80-80  List  operator  block, 
block  7 of  the  Batch  Control  Sheet. 

5.  Batches  containing  JUMPS  only  Input  will  be 
edited.  The  edit  clerk  will  take  the  following  actions: 

a.  Edit  the  80-80  list  against  the  DA  Form 

3684s. 

b.  Pull  red  lined  DA  Form  3684s  and  forward  to 
the  TES  Supervisor. 


(1)  The  DA  Form  3684* s will  be  placed  In  the 
Clerk  Error  Critique  File.  Once  a week  TES  will  make  a report 
and  forward  DA  Form  3684s  to  the  branch  supervisor  of  the  origi- 
nating clerk.  A copy  of  the  report  will  be  forwarded  to  the  QAS. 

(2)  The  Remarks  Section  of  the  Batch  Control 
Sheet  will  be  annotated  to  show  the  nuaber  of  red  line  DA  Form 
3684s. 


11-15-15 


* 


1 


OOPPBR  I 


4 


c.  If  there  are  ar^  errors  In  the  cards,  the 
edit  clerks  will  have  them  repunched  correctly. 

d.  If  there  are  any  local  pay  cards  In  the 
batch,  the  edit  clerk  will  pull  them  from  the  batch  and  annotate 
block  8 as  to  the  nunber  of  locail  pay  cards  pulled.  The  cards 
will  be  processed  lAU  paragraph  15-13,  below. 

D.  I/OC  Section  control  Clerk  Actions  Upon  Return  of 
Batch  Control  Sheets. 

1.  The  control  clerk  will  place  the  portion  of  the 
batch  that  returns  first  (either  "S"  or  “J"  portion)  In  the  Data 
Reduction  Suspense  File. 

2.  When  the  remaining  portion  of  the  batch  returns, 
the  I/OC  Section  control  clerk  will  take  the  following  actions: 

a.  Cross  the  batch  control  number  off  of  the 
Control  Log  the  Batch  Control  Sheets. 

b.  The  card|  produced  data  from  the  "S"  and  "J" 
portions  of  the  batch  will  be  totaled  and  entered  on  the  original 
Batch  Control  Sheet. 

c.  Transfer  the  Less  Local  Pey  Cards  (block  8) 
pulled  from  the  "J"  portion  of  the  Batch  Control  Sheet  to  the 
original  Batch  Control  Sheet. 

d.  The  clerk  will  then  compute  and  count  the 
total  cards.  Card  totals  should  match.  If  not,  coordinate  with 
both  data  reduction  and  TES  to  resolve. 

e.  Total  the  cards  (block  16)  of  all  BT  on  this 
batch.  The  total  should  match  (less  local  pay  cards)  with  totals 
on  Batch  Control  Sheet.  If  not  coordinate  with  both  data  reduc- 
tion and  TES  to  resolve. 

3.  Docunents  will  then  be  separated  and  processed  as 

follows: 


a.  The  JUMPS  cards  will  be  placed  In  the  JUMPS 
Rea«|y  for  Message  File.  After  coordination  with  Data  Base  Man- 
agement, the  BT  will  be  annotated  In  block  20  as  to  the  JUMPS 
message  that  the  cards  will  be  transmitted  on.  Further  process- 
ing of  the  JUMPS  Ready  for  Message  Suspense  File  Is  covered  In 
sgraph  15-14,  below. 
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b.  The  SIOPERS  cards  will  be  placed  In  the 
SIDPERS  Readly  for  Cycle  Suspense  File.  The  further  processing  of 
the  SIOPERS  Ready  for  Cycle  Suspense  File  Is  covered  In  paragraph 
15-15,  below. 


c.  The  second  and  third  copy  of  the  Batch 
Control  Sheets  will  be  destroyed. 

d.  Red  lined  SIOPERS  Input  will  be  forwarded  to 
the  TES.  The  TES  will  place  them  In  the  Clerk  Error  Critique 
File  (see  paragraph  15-10C5,  above). 

e.  The  original  Batch  Control  Sheet.  80-80 
Lists,  Input  forms,  BT  and  substantiating  documents  will  be 
placed  In  the  SIDPERS  Batch  Suspense  File  lAW  para  15-15,  below, 
for  further  processing. 

15-11.  SOP  NUMBER  9.  PRXESSING  SIDPERS  INPUT  BT  AND  UNIT 

sroPEiTs  

A.  General.  This  SOP  outlines  the  actions  of  the  I/X 
Section's  processing  of  SIDPERS  Input  BT  and  unit  SIDPERS  Input. 
Document/ data  flow  Is  shown  In  Annex  C. 

B.  l/OC  Section  Control  Clerk  Actions. 

1.  The  control  clerk  will  Initiate  the  Batch  Control 
Sheet  In  duplicate.  A number  will  be  assigned  by  circling  that 
number  on  the  Control  Log  of  Batch  Control  Sheets.  That  nunber 
will  be  annotated  In  the  Batch  Number  block  (block  Z)  and  the 
date  of  preparation  will  be  annotated  In  block  3 of  the  Batch 
Control  Sheet.  If  there  Is  unit  SIDPERS  Input,  prepare  a sepa- 
rate Batch  Control  Sheet  and  annotate  "UNIT  INPUT"  In  Item  3. 

2.  The  batch  number  the  block  Is  assigned  to  will  be 
annotated  In  Batch  Control  Number  block  (block  3)  of  the  I/OC 
Section  Control  Log. 

3.  The  clerk  will  list  the  process  order  In  the 
Process  blocks  (block  4)  of  the  Batch  Control  Sheet. 


a.  If  a batch  has  only  MSF,  a "1"  will  be  placed 
I next  to  QMPR;  a "2"  In  I/OC  Section  Control  Clerk  block. 

I 


b.  If  a batch  has  only  key  punch  guide  forms,  a 
"1"  will  be  placed  In  the  Key  Punch  block,  a "2"  In  the  Key  Veri- 
fy block  and  a "3"  will  be  placed  In  the  I/OC  Section  Control 


Clerk  block. 
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c.  If  a batch  has  both  NSF  and  key  punch  guide 
forms,  a "1"  will  be  placed  adjacent  to  OMPR,  a "2"  adjacent  to 
Key  Punch  block,  a "3'*  adjacent  to  Key  Verify  block,  and  a "4"  In 
the  I/OC  Section  Control  Clerk  block.  Processing  sequence  may  be 
modified  based  on  local  requirements. 

d.  The  nunber  of  forms  to  be  data  reduced  will 
be  annotated  in  block  5 of  the  Batch  Control  Sheet. 

4.  Upon  completion  of  the  above  procedures,  the 
following  actions  will  be  taken. 

a.  The  duplicate  of  the  Batch  Control  Sheet,  BT, 
and  substantiating  documents  will  be  placed  In  the  Data  Reduction 
Suspense  File. 

b.  The  original  Batch  Control  Sheet  and  the 
SIOPERS  Input  will  be  forwarded  to  the  ”1"  addressee. 

C.  Process  Clerks  Actions. 

1.  OMPR.  The  OMPR  operator  will  run  the  MSF  through 
Optical  Mark  Page  Reader.  He  will  annotate  the  number  of  cards 
produced  In  block  6 and  annotate  his  last  name  In  block  7 of  the 
Batch  Control  Sheet. 

2.  Key  Punch.  The  key  punch  operator  will  punch 
cards  and  annotate  nunber  of  cards  In  block  6 and  his  last  name 
In  block  7 of  the  Batch  Control  Sheet. 

3.  Key  Verify.  The  operator  will  key  verify  cards 
and  annotate  his  name  In  block  7 of  the  Batch  Control  Sheet. 

D.  I/OC  Section  Control  Clerk  Actions  Upon  Return  of 
Batch  Control  Sheets. 

1.  When  the  batch  returns,  the  clerk  will  match  the 
copy  with  the  duplicate  In  the  Data  Reduction  Suspense  File. 

2.  The  batch  nunber  on  the  Control  Log  for  Batch 
Control  Sheets  will  be  crossed  out. 

3.  The  clerk  will  then  compute  total  cards  and  count 
cards.  Card  totals  must  match.  If  not,  coordinate  with  both 
data  reduction  and  TES  to  resolve. 
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follows: 


4.  Documents  will  then  be  separated  and  processed  as 


a.  Copy  2 of  the  Batch  Control  Sheet  will  be 

destroyed. 

b.  The  original  Batch  Control  Sheet,  input  docu- 
ments, BT  and  SIOPERS/JUNPS  interface  substantiating  docunents 
will  be  placed  in  the  SIDPERS  Batch  Suspense  File.  See  paragraph 
15-15,  below  for  further  processing. 

c.  Red  lined  SIDPERS  input  will  be  forwarded  to 
the  TES.  TES  will  place  this  input  in  the  Clerk  Error  Critique 
File.  See  paragraph  15-10C5,  above,  for  processing. 

d.  The  SIDPERS  cards  will  be  placed  in  the 
SIDPERS  Reacly  for  Cycle  Suspense  File.  The  further  processing  of 
the  SIDPERS  Ready  for  Cycle  Suspense  File  is  covered  in  paragraph 
15-15,  below. 

15-12.  SOP  NUMBER  10,  PROCESSING  JUMPS  INPUT  BT. 

A.  General.  This  SOP  covers  the  procedures  for  process- 
ing JUMPS  only  input  BT  in  I/OC  Section.  Document/ data  flow  is 
shown  in  Annex  C. 

B.  1/X  Section  Control  Clerk  Actions. 

1.  The  control  clerk  will  initiate  the  Batch  Control 
Sheet  in  duplicate.  A nianber  will  be  assigned  by  circling  that 
number  on  the  Control  Log  of  Batch  Control  Sheets.  That  nianber 
will  be  annotated  in  the  Batch  Number  block  (block  2)  and  the 
date  of  preparation  will  be  annotated  in  block  1.  All  of  the  BT 
niinbers  in  this  batch  will  be  annotated  in  block  3 of  the  Bat  h 
Control  Sheet. 

2.  The  batch  that  the  BT  is  assigned  to  will  be 
annotated  in  Batch  Control  Number  Block  (block  3)  of  the  I/DC 
Section  Control  Log. 

3.  The  clerk  will  list  the  process  order  as  the 
process  blocks  (block  4)  of  the  Batch  Control  Sheet.  The  process 
order  will  be  listed  as  follows:  "1"  Key  Punch,  *2"  Key  Verify, 
-3-  80-80  List.  "4"  Edit  and  *5"  I/OC  Section  Control  Clert. 


11-15-19 

COPPER 


4.  At  the  end  of  above  actions,  the  following 
actions  will  be  taken. 

a.  The  duplicate  of  the  Batch  Control  Sheet  and 
original  BT  will  be  placed  in  the  Data  Reduction  Suspense  File. 

b.  The  original  Batch  Control  Sheet  along  with 
the  DA  Form  3684s  will  be  forwarded  to  the  “1“  addressee. 

C.  Process  Clerks  Actions. 

1.  Key  Punch.  The  key  punch  operator  will  punch 
cards  and  annotate  number  of  cards  in  block  6 his  last  name 
in  block  7 of  the  Batch  Control  Sheet. 

2.  Key  Verify.  The  operator  will  key  verify  the 
.cards  and  place  last  name  in  operators  block,  block  7,  of  the 
Batch  Control  Sheet. 

3.  80-80  List.  The  clerk  having  the  Batch  80-80 
list  will  place  his  last  name  in  80-80  List  Operator  block, 
block  7,  of  the  Batch  Control  Sheet. 

4.  Edit.  Batches  containing  JUMPS  only  input  will 
be  edited.  The  edit  clerk  will  take  the  following  actions: 


3684s. 


TES  Supervisor. 


a.  Edit  the  80-80  list  against  the  DA  Form 


b.  Pull  red  lined  DA  Forms  3684s  and  forward  to 


(1)  The  DA  Form  3684s  will  be  placed  in  a 
Clerk  Error  Critique  File.  Once  a week  the  TES  will  make  a 
report  and  forward  the  DA  Form  3684s  to  the  branch  supervisor  of 
the  originating  clerk.  A copy  of  the  report  will  be  forwarded  to 
the  QAS. 

(2)  The  Remarks  Section  of  the  Batch  Control 
Sheet  will  be  annotated  to  show  tiie  nunber  of  red  lined  DA  Form 
3684s. 

c.  If  there  are  any  errors  in  the  cards  the  edit 
clerk  will  have  them  corrected. 


k 
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d.  If  there  are  any  local  pay  cards  In  t le 
batch,  the  edit  clerk  will  pull  these  from  the  batch  and  annotate 
block  8 of  Batch  Control  Sheet  as  to  nianber  of  local  pay  cards 
pulled.  The  cards  will  be  processed  lAU  paragraph  15-13,  below. 

D.  I/OC  Section  Control  Clerk  Actions  Upon  Return  of 
Batch  Control  Sheets. 

1.  When  the  batch  returns,  the  clerk  will  match  the 
Batch  Control  Sheet  with  the  duplicate  In  the  Data  Reduction 
Suspense  File. 

2.  The  batch  number  on  the  Control  Log  for  Batch 
Control  Sheets  will  be  crossed  out. 

3.  The  clerk  will  compute  total  cards  and  count 
cards.  Card  totals  must  match.  If  not,  coordinate  with  both 
data  reduction  and  the  TES  to  resolve. 

4.  Total  the  cards  (Item  16)  of  all  BT  In  the  batch. 
Total  should  match  (less  local  pay  cards)  with  totals  on  Batch 
Control  Sheet.  If  not,  coordinate  with  data  reduction  and  the 
TES  to  resolve. 

5.  Documents  will  then  be  separated  and  processed  as 

follows: 

a.  Copy  2 of  the  Batch  Control  Sheet  will  be 

destroyed. 

b.  The  original  Batch  Control  Sheet,  80-80 
Lists,  BT,  and  Input  documents  will  be  placed  In  the  JUMPS  Batch 
Suspense  File.  See  paragraph  15-14,  below,  for  further 
processing. 

c.  The  JIMPS  cards  will  be  placed  In  the  JUMPS 
Rea<1y  for  Message  Suspense  File.  Further  processing  of  this  file 
Is  covered  In  paragraph  15-14,  below. 

15-13.  SOP  NUMBER  11,  PROCESSING  LOCAL  PAY  CARDS. 

A.  General.  The  processing  of  local  pay  cards  Is  a 
responsibility  of  the  TES.  Local  pay  cards  will  be  pulled  from 
batches  as  they  are  processed  by  the  TES.  Docunent/data  flow  Is 
shown  In  Annex  C. 

B.  Edit  Clerk  Actions. 
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1.  Cards  will  be  separated  by  disbursing  office 
voucher  number  (OOV). 

2.  Cards  will  be  matched  with  the  OD  Form  117  (Mili- 
tary Payroll  Money  List  and  Certification  Sheet)  and  copy  5 of 
the  DA  Form  2139  (Military  Pay  Voucher)  received  from  Disbursing. 

3.  A dollar  total  will  be  computed  and  compared  with 
the  dollar  total  shown  on  the  DD  Form  117.  After  reconciliation, 
file  the  DD  Form  117  and  DA  Form  2139  In  a 60  day  retention  file. 


prepared. 


4.  The  clerk  will  have  JUMPS-Anqy  text  header  cards 


5.  The  clerk  will  prepare  a DD  Form  1392  for  trans- 
mission of  message  to  USAFAC. 

6.  These  docunents  will  then  be  forwarded  to  Data 
Base  Management  for  dispatch  via  AUTODIN.  The  further  processing 
of  this  message  Is  covered  In  paragraph  16-14,  below. 

15-14.  SOP  NUMBER  12.  PROCESSING  THE  JUMPS  READY  FOR 


USPENSE  FILE  AND  JUMPS  CARDS. 


A.  General . The  SOP  covers  the  preparation  of  JUMPS- 
Army  messages  for  the  cards  In  the  JUMPS  Ready  for  Message  Sus- 
pense File  and  documents  In  the  JUMPS  Batch  Suspense  File.  This 
SOP  also  covers  the  dispatch  of  messages  for  local  payments. 
Document/ data  flow  Is  shown  In  Annex  C. 

B.  Data  Base  Management  Actions.  With  the  accumulation 
of  cards  such  that  the  next  batch  will  cause  the  card  count  to 
exceed  497  or,  at  least  once  dally, Data  Base  Management  will 
take  the  following  action: 

1.  Assign  message  nunber  from  the  JUMPS-Anqy  message 


2.  Prepare  text  header  cards  (except  local  pay 
messages.  Text  header  cards  will  have  already  been  prepared  by 
TES). 

3.  Prepare  DD  Form  1392.  (Alreacly  prepared  for 
local  pay  card  messages.) 

C.  I/OC  Section  Control  Clerk  Actions. 


11-15-22 


COPPER 


1.  Withdraw  documents  In  the  JUMPS  Batch  Suspense 
File  that  correlate  with  batcl^s.  Process  substantiating  docu- 
ments lAW  paragraph  15-16,  below. 

2.  After  coodinatlon  with  Data  Base  Management,  the 
JUMPS  Army  message  will  be  placed  In  block  20  of  the  BT.  If  a 
different  message  number  appears,  annotate  second  message  number 
In  Remarks  Section  (block  18)  of  BT.  The  BT  will  then  be 
processed  as  follows: 

a.  The  I/OC  Section  Control  Log  will  be  annota- 
ted with  the  JUMPS  message  nunber  (block  7)  and  date  to  DCRB 
(block  8).  If  two  message  nunbers  are  annotated  on  the  BT,  the 
second  will  be  shown  In  the  Remarks  Section  (block  9)  on  the  I/X 
Section  Control  Log. 


DCRB  (block  8). 


b.  The  BT  will  be  annotated  as  to  date  routed  to 


c.  The  BT  will  be  forwarded  to  DCRB. 


D.  Data  Base  Management  Actions: 

1.  The  DD  Forms  1392  and  cards  will  be  forwarded  to 
the  AUTODIN  Terminal.  The  third  copy  of  the  DD  Form  1392  will  be 
returned  as  a receipt.  (Same  actions  from  this  point  on  for  local 
pay  cards  DD  Form  1392). 

2.  The  third  copy  of  the  DD  Form  1392  along  with  the 
input  fonns,  original  header  control  sheet,  and  80-80  list  will 
be  filed  In  the  JUMPS  Message  Suspense  File. 

3.  When  the  duplicate  copy  of  the  DD  Form  1392 
returns  from  the  AUTODIN  Terminal  the  following  actions  will  be 
taken: 

a.  The  JUI4PS-Army  Message  Control  Log  will  be 
annotated  with  the  date/time  group  to  USAFAC. 

b.  Documents  in  the  JUMPS  Message  Suspense  File 
for  that  message  will  be  processed  as  follows: 


be  destroyed. 


(1)  The  triplicate  of  the  DD  Form  1392  will 
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(2)  The  duplicate  DO  Fonn  1392  and  cards 
will  be  placed  In  the  JIMPS  Message  Complete  File  by  message 
number.  The  cards  may  be  destroyed  after  the  DJUOL  Is  processed. 
The  DO  Form  1392  may  be  destroyed  after  60  days. 

(3)  The  Input  forms.  Batch  Control  Sheet, 
and  80-8U  lists  will  be  placed  In  a file  to  be  destroyed  after  60 
days. 

15-15.  SOP  HUMBER  13.  PROCESSING  THE  SIDPERS  READY  FOR  CYCLE 
si16pense  file  and  SIDPERS  cards. 

A.  General.  This  SOP  covers  the  preparation  of  JUMPS- 
Amy  messages  from  the  cards  In  the  SIDPERS  Ready  for  Cycle 
Suspense  File  and  Documents  In  the  SIDPERS  Batch  Suspense  File. 
Oocunent/data  flow  Is  shown  In  Annex  C. 

B.  At  cutoff  time  on  cycle  day.  Data  Base  Management 
will  take  the  following  actions: 

1.  Prepare  text  header  and  trailer  cards  for  cycle. 

2.  Forward  cycle  cards  to  the  data  processing 
activity*  Upon  receipt  of  output  from  cycle,  the  following 
actions  will  be  taken. 

a.  The  SIDPERS  cycle  cards  in  SIDPERS  Card  File 
will  be  held  at  least  three  cycles  prior  to  destruction. 

[ b.  The  SQIB  copy  of  output  reports  will  be 

[ pulled  and  filed.  The  remainder  of  the  output  reports  will  be 

broken  down  by  I/OC  Section  and  distributed  to  PAC/PPSD  users 
[ according  to  the  established  distribution  scheme. 

I 

c.  The  tape  for  MILPERCEN  will  be  processed  as 

follows: 


(1)  A DD  Form  1392  will  be  prepared  to 
transmit  tape  to  MILPERCEN. 


(2)  Tape  will  be  forwarded  to  AUTODIN 
terminal  where  copy  3 of  DO  Form  1392  will  be  received  as  a 
receipt.  Copy  3 of  DD  Form  1392  will  be  filed  In  suspense. 


(3)  Upon  receipt  of  copy  2 of  DD  Form  1392 
from  AUTOOIN,  copy  3 In  suspense  will  be  destroyed  and  copy  2 
will  be  filed  In  a 60  day  retention  file. 
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1.  JUMPS  by-product  cards  will  be  processed  by  I/OC 
Section  as  follows:  all  of  the  docunents  associated  with  the 
SIDPERS  cycle  producing  the  by-product  cards  will  be  pulled  from 
the  SIDPERS  Batch  Suspense  File  and  the  SIDPERS  cycle  (after 
coordination  with  Data  Base  Management)  annotated  In  block  19  of 
all  the  BT. 


2.  The  “S”  blocks  will  be  processed  as  follows: 

a.  Block  6 (SIDPERS  SCN)  and  block  8 (Date 
forwarded  to  OCRB)  of  the  I/OC  Control  Log  will  be  completed. 

b.  Annotate  block  8 (Date  Routed)  of  the  BT  and 

forward  to  DCRB. 


3.  The  remainder  of  the  SIDPERS  Input  and  the  or1g1>  | 

nal  Batch  Control  Sheet  will  be  placed  In  a 60  day  retention 
file. 

4.  "SJ"  blocks,  80-80  lists,  DA  Fom  3684s  and 
substantiating  documents.  If  any  will  be  placed  In  the  JUMPS 
Batch  Suspense  File  (paragraph  16-14,  above). 

5.  JUMPS  by-product  cards  will  be  placed  1n  the 
JUMPS  Rea<1y  for  Message  Suspense  File  (paragraph  15-14,  above). 

15-16.  SOP  NUMBER  14.  PROCESSING  SI0PERS/JU14PS  INTERFACE 

sagsTAWTrATrHfi  documents: 

A.  General.  This  SOP  covers  the  processing  of  SIDPERS/ 

JUMPS  Interface  substantiating  docunents  In  the  I/OC  Section  of 
the  SQIB.  Data/ document  flow  Is  shown  In  Annex  D. 

B.  The  I/OC  Section  Control  Clerk  Actions.  Upon 
completion  of  processing  the  JUMPS  Ready  for  Message  Suspense 
File  the  clerk  will  process  SIDPERS/JUMPS  Interface  substantiat- 
ing documents  as  follows: 

(NOTE:  JUMPS-only  Input  documents  will  have  a complete  number; 

SIDPERS/JUMPS  documents  will  have  an  Incomplete  nunber.  The 
JUMPS  Transaction  Register  (P-49  Report)  will  show  tiK  substanti 
ating  document  number  which  Is  assigned  by  the  computer  for  the 
documents. ) 


1.  Annotate  the  substantiating  document  number  shown 
on  the  current  cycle  P-49  Report  on  the  substantiating  docunent. 
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a.  Place  a check  mark  by  the  appropriate  line  entry 
on  the  P-49  Report. 

b.  Place  the  substantiating  document  in  the  Substan- 
tiating Document  File  lAU  the  sequence  shown  on  the  P-49  Report. 

c.  Review  substantiating  docunents  wi thout  complete 
numbers  for  which  there  is  no  line  entry  on  the  P-49  Report. 
(These  will  be  documents  to  support  SIDPERS  transactions  that  did 
not  pass  the  SIDPERS  computer  edit  and  hence  did  not  produce  by- 
product cards  that  would  be  listed  on  the  P-49  Report.)  If  this 
is  a document  with  a future  effective  date,  file  the  document  in 
the  Substantiating  Document  Suspense  File  by  the  effective  data. 
Otherwise,  take  the  following  actions: 

(1)  Place  a slash  on  the  upper  left  corner 
of  the  documents  and  place  them  in  the  Substantiating  Document 
Suspense  File. 

(2)  Review  these  docunents  as  each  P-49 
Report  is  produced.  Additionally,  each  cycle  remove  from  the 
Substantiating  Document  Suspense  File  all  future  effective  data 
documents  with  effective  dates  equal  or  before  the  date  of  the 
SIDPERS  cycle. 

(3)  If  a line  entry  appears  for  that 
document  on  the  P-49  process  lAW  paragraph  10-16B1  a and  b, 
above. 

(4)  When  a docunent  is  reviewed  against  a 
P-49  Report  and  no  entry  is  found,  the  document  will  be  annotated 
with  a slash  in  the  upper  left  corner.  When  a document  has  3 
slashes,  a preassigned  BT  number  will  be  requested  from  DCRB  and 
the  document  will  be  forwarded  via  BT  to  the  QAS  for  resolution. 

2.  If  there  are  entries  on  the  P-49  Report  for  which 
there  are  no  substantiating  docunents  in  the  Substantiating  Docu- 
ment Suspense  File, take  the  following  action: 

a.  Request  the  appropriate  records  from  DCRB. 

b.  Upon  receipt  of  the  record,  reproduce  a copy 
of  the  missing  substantiating  docunent  from  the  one  filed  in  the 
record.  If  the  document  is  not  filed  in  the  record,  notify 
supervisor  immediately. 

c.  Process  lAW  paragraph  15-16B1  a and  b,  above. 
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C.  Substantiating  Document  File.  Each  SIDPERS  cycle. the 
documents  In  the  Substantiating  Document  File  will  be  forwarded 
to  DCRB.  (DCRB  will  forward  complete  file  at  the  end  of  the 
month  to  USAFAC.)  Substantiating  documents  with  numbers  produced 
by  SIDPERS  and  taken  from  the  P-49  Report  will  be  placed  In 
alphabetical  sequence  lAW  the  P-49  report.  The  P-49  Report  will 
be  used  as  the  transmittal  for  the  substantiating  documents  to 
DCRB. 


15-17.  SOP  NUMBER  IS.  PROCESSING  OF  SIDPERS  AND  JUMPS-ARMY 
£RR0R  LISfiNGS  (DJUOL.  JMCOL.  PTRO.  AND  UPAN). 


A.  General.  This  SOP  covers  the  procedures  for  error 
listing  processing  by  the  SQIB.  Document/ data  flow  Is  shown  In 
Annex  E. 


B.  Upon  receipt  of  the  error  listing,  SQIB  personnel 
will  annotate  the  original  and  one  copy  with  required  corrective 
actions. 


1.  If  the  listing  Is  a JMCOL,  annotate  the  listing 
with  Information  required  for  pre- separation  audits. 

2.  If  corrections  can  be  made  In  the  SQIB  without 
records,  request  a preassigned  BT  nmnber,  prepare  BT,  and  prepare 
required  mark  sense  forms,  key  punch  guide  forms  or  make  correc- 
tion to  error  suspense  card.  Additionally,  annotate  the  listing 
with  "Correction  Made",  BT  nimber,  and  date.  DJUOL  changes, 
because  of  the  type  rejects  Involved,  will  not  be  processed 
without  the  records. 

3.  If  corrections  cannot  be  made,  separate  and 
annotate  the  listings  for  distribution  with  the  original  copy 
going  to  the  DCRB  and  the  duplicate  copy  to  the  SQIB. 

4.  File  the  SQIB  copy  of  the  listing  In  the  Suspense 
Error  Listing  File  awaiting  the  corrected  Input. 

C.  Upon  receipt  of  a BT  with  an  error  listing,  the  BT 
will  be  processed  lAW  normal  BT  procedures  (para  15-7,  above), 
except  that: 
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1.  The  right  margin  of  the  error  listing  will  be 
Initialed  to  Indicate  that  a qua11t;y  edit  of  the  corrective  Input 
has  been  performed. 

2.  The  duplicate  listing  In  the  Suspense  Error  List- 
ing File  will  be  annotated  to  show  the  BT  nixaber  and  the  date 
that  corrective  action  was  completed. 

3.  If  all  errors  have  been  corrected,  a completed 
copy  of  the  listing  will  oe  filed  In  the  error  listing  completed 
file.  If  not,  the  suspense  listing  will  be  returned  to  the 
Suspense  Error  Listing  File  awaiting  further  corrective  action. 

15-18.  REFERENCES. 

A.  AR  37-101-1 

B.  AR  37-104-3 

C.  AR  640-2-1 
0.  AR  640-10 

E«  DA  Pam  600-8  series 

15-19.  ANfeXES. 

A.  ANNEX  A - DOCUMENT/DATA  FLOW:  SOPs  1 TtHU  2 

B.  ANNEX  B - DOCUMENT/DATA  FLOW:  SOPs  3 TWU  6 

C.  ANNEX  C - DOCUMENT/OATA  FLOW:  SOPs  7 THRU  13 

D.  ANNEX  D - DOCUMENT/DATA  FLOW:  SOP  14 

E.  ANNEX  E - OOCUMENT/DATA  FLOW:  SOP  15 
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QUALITY  ASSURANCE  SECTION  (QAS) 


16-1.  GENERAL.  The  QAS  Is  designed  to  assist  the  C,  PPSD  In  his 
mission  to  Improve  the  quality*  accuracy*  and  timeliness  of 
personnel  and  financial  services.  Additionally*  during  the 
course  of  reviews*  QAS  should  seek  to  Identify  training 
deficiencies  and  recomnend  appropriate  action. 

16-2.  UTILIZATION  OF  EXISTING  REGULATIONS.  This  chapter  Is 
designed  to  supplement  existing  personnel  and  pay  regulations/ 
guidance  which  will  continue  to  be  used.  When  a conflict  exists 
between  this  manual  and  cited  references*  the  provisions  of  this 
manual  will  prevail. 

16-3.  SOP  NUMBER  1.  QAS. 

A.  Purpose.  This  SOP  defines  policy  and  prescribes 
operating  procedures  for  the  QAS. 


B.  Policy. 

1.  Sclieduled  periodic  reviews  In  the  quality 
dssurance  (QA)  program  will  be  conducted  In  all  functional  areas 
of  the  PPSO.  (A  class  6 agent  office  will  be  considered  a 
functional  area  of  the  PPSO  when  the  agent  office  does  not  have  a 
QAS).  These  reviews  will  be  conducted  to  cause  the  least 
possible  disturbance  to  the  functional  area  involved. 

2.  Working  papers  will  be  accumulated  during  the 

review. 

3.  Special  reviews  can  be  incorporated  into  the  QA 
program  as  directed  by  the  C*  PPSO. 

4.  Statistical  sampling  will  be  used  during  the 
review*  when  applicable. 

6.  Recommendations  and  courses  of  action  to  resolve 
problem  areas  will  be  provided  to  the  assisted  supervisor. 

6.  During  development  of  the  local  QA  schedule, 
coordination  will  be  made  with  DA  and  MACOH  PERMAS  teams,  USAFAC 
and  MACOM  Finance  Assistance  teams*  and  other  technical 
assistance  teams  in  order  that  priorities  of  effort  can  be 
established. 
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7.  Areas  identified  by  USAFAC  and  MILPERCEN  as 
representing  Amiy-wlde  problems  will  be  reviewed  to  assure  that 
these  problems  do  not  exist  locally. 

ti.  The  findings  disclosed  during  QA  reviews  will  be 
analyzed  and  appropriate  recommendations  will  be  made  to  the  C, 
PPSD. 

9.  A record  of  all  reviews  conducted  will  be 
maintained  and  be  readily  available  for  review  by  visiting 
assistance  teams  from  OA,  USAFAC,  and  MACOM  HQ. 

10.  The  QAS  will  prepare,  review,  and  analyze  the 
Dally  Activity  Summary  Report  for  the  C,  PPSD.  (Chapter  2,  this 
manual ) . 

C.  Operating  Procedures. 

1.  Periodic  reviews  will  be  conducted  In  the 
functional  areas  of  the  PPSD  to  evaluate  the  effectiveness  of 
existing  procedures  and  Internal  controls,  to  determine 
compliance  with  regulatory  requirements,  and  to  Identify  problem 
areas.  The  results  of  these  reviews,  along  with  recommended 
courses  of  action  to  solve  Identified  problems,  will  be  reported 
to  the  supervisor  In  a timely  manner,  thus  enabling  him  to  take 
remedial  action  to  prevent  the  problems  from  recurring. 

\ 2.  During  a review,  many  types  of  working  papers  are 

collected  and/or  prepared  by  the  reviewer.  These  working  papers 
are  used  as  a basis  for  arriving  at  and  substantiating 
conclusions  and  recommendations  reported  to  the  C,  PPSD  and  the 
supervisor  of  the  area  reviewed. 

3.  A QA  review  program  will  be  developed  and 
submitted  to  the  C,  PPSD  for  approval.  All  available  sources, 
including  previous  QA  reviews,  will  be  used  to  obtain  Information 
that  can  be  beneficial  In  developing  the  program.  Such  sources 
Include,  but  are  not  limited  to,  audit  trend  letters  frequently 
published  by  the  and  Auditor  General,  General  Accounting 
Office,  Department  of  Defense,  and  Department  of  the  Army;  All 
Points  Bulletin  articles;  review  reports  by  the  Internal  Review 
Office,  MACOM,  and  USAFAC;  articles  in  the  Army  Administrator* 
previous  PERMAS  reports;  and  PPSD  Daily  Activity 
Reports.  The  program  will  identify  each  area  scheduled  for 
review.  Indicate  the  scope  of  the  review  in  each  area,  and 
reflect  the  estimated  time  required  to  properly  perform  each 
review.  The  period  covered  by  tl»e  QA  program  and  the  frequency 
I of  submission  to  the  C,  PPSD  will  be  determined  locally. 
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However,  as  a minimum,  a review  of  each  functional  area  must  be 
conducted  annually  and  must  be  at  least  as  comprehensive  as  the 
DA  Finance  and  Accounting  Assistance  Teams'  checklists.  For 
example,  an  annual  QA  program  could  be  developed  and  approved; 
from  that,  a detailed  program  could  be  submitted  each  quarter. 

If  this  example  were  used,  the  programming  would  be  as  follows: 

a.  The  annual  program  would  show  the  quarter  that 
each  functional  area  was  scheduled  for  review  (e.g.,  Tvl  Sec,  1st 
and  3rd  Qtr).  A list  of  the  items  to  be  reviewed  in  each 
functional  area  and  the  quarter  that  the  review  will  take  place 
(e.g.,  Adv  Tvl,  1st  and  3rd  Qtr;  DD  Forms  158b,  1st  Qtr;  Control 
Logs,  3rd  Qtr;  General  Efficiency,  3rd  Qtr). 

b.  Each  detailed  quarterly  program  would  show  the 
functional  area  and  items  scheduled  for  review  in  that  quarter. 

In  addition,  the  estimated  starting  and  completion  dates,  plus 
the  estimated  man-days  required  to  complete  the  review  would  be 
included. 

4.  The  reviews  can  be  developed  around  known  or 
suspected  problem  areas  or,  when  no  specific  problems  have  been 
Identified,  it  can  be  developed  to  ascertain  compliance  with 
regulatory  requirements.  The  review  of  certain  items  may  require 
the  extension  into  more  than  one  functional  area.  Further, 
proDlem  items  may  have  to  be  reviewed  more  frequently  than  items 
with  fewer  noted  discrepancies. 

5.  Planning  the  time  required  to  execute  the  QA 
program  is  important.  In  order  to  insure  effective  use  of 
personnel  and  available  man  hours,  ttie  total  programmed  man-days 
will  be  estimated  as  accurately  as  possible  for  each  review.  The 
program,  however,  must  provide  sufficient  flexibility  to  permit 
performance  of  unplanned  reviews  and  follow-up  action  on  previous 
reviews.  Consequently,  factors  such  as  current  operating 
conditions,  projected  available  man-hours,  time  expended  on 
previous  reviews,  and  impending  system  revisions  must  be 
considered  when  developing  the  QA  program. 

6.  Immediately  before  a review,  the  QA  analyst  will 
hold  an  entrance  conference  with  the  chief  of  the  functional 
area.  The  analyst  will  explain  tl)e  purpose,  scope,  and  estimated 
time  allotted  for  the  review  and  will  also  advise  the  functional 
area  chief  that: 


a.  He  will  be  infonned  on  a continuing  basis  of 
the  findings  detected  during  the  course  of  the  review. 


b.  An  exit  conference  will  be  held  after 
completion  of  the  review  but  before  preparation  of  the  written 
review  report. 

c.  Copies  of  the  report  detailing  major  and  minor 
findings  detected  during  the  review  will  be  furnished  to  the 
supervisor  during  the  exit  conference. 

7.  Locally  developed  checklists  or  review  guides  will 
be  by  the  QAS  personnel  conducting  QA  reviews.  A separate 
checki i St/ guide  for  each  area  or  type  of  review  should  be 
designed  to  provide  assistance  to  the  analyst  in  accomplishing 
his  assigned  tasks.  Pertinent  portions  of  the  Department  of  Amty 
Finance  and  Accounting  Assistance  Teams  QA  checklists  can  be  used 
as  a guide  in  the  development  of  local  checki is ts/ guides  for 
comprehensive  functional  reviews  that  involve  ascertaining  the 
effectiveness  of  internal  controls  and  procedures.  However,  the 
local  checki ists/ guides  should  be  designed  to  obtain  more 
detailed  information  and  adapted  to  meet  local  requirements. 

8.  When  a review  indicates  a potential  fraud  (e.g., 
loss  of  cash,  supplies,  equipment)  or  evidence  of  falsification 
of  records,  the  analyst  will  carefully  examine  the  facts 
available  and  immediately  submit  a confidential  report  through 
the  C,  QAS,  to  the  C,  PPSD.  In  addition,  the  analyst  will  be 
careful  not  to  disturb  any  evidence  that  may  be  required  by  any' 
subsequent  investigations. 

9.  A system  should  be  devised  for  recording  the  hours 
expended  on  each  review,  on  other  job  requirements,  and  on  non- 
productive time.  Information  so  collected  can  be  used  to  assist 
in  the  accurate  projection  of  the  estimated  man-days  required  to 
complete  future  reviews  for  the  same  or  similar  items. 

10.  The  discrepancies  detected  during  a QA  review 
will  be  classified  as  either  major  or  minor.  The  QA  analyst  must 
use  his  judgment  to  decide  what  constitutes  a major  finding  and 
what  constitutes  a minor  finding.  The  analyst  should  establish  a 
general  criteria  to  aid  in  classifying  each  finding  before  the 
review.  All  major  findings  will  be  included  in  tlie  written 
review  report.  The  disposition  of  minor  findings  will  be 
determined  locally.  Both  major  and  minor  findings  will  be 
reported  to  the  chief  of  tte  functional  area  responsible  for  the 
item  reviewed. 

11.  The  purpose  of  the  exit  conference  is  to  discuss 
both  major  and  minor  findings  and  recommendations  pertinent  to 
the  review.  This  data  will  also  be  included  in  the  written 
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report.  The  chief  of  the  functional  area  will  be  advised  as  to 
the  probable  contents  of  the  written  review  report  and  will  be 
provided  with  a work  copy  of  the  noted  discrepancies,  showing  the 
major  and  minor  errors  detected  during  the  review.  The  exit 

conference  provides  an  opportunity  for  the  chief  of  the  func-  ! 

tional  area  to  comment  on  the  findings  and  recommendations  of  the 

review.  These  comments  should  be  noted  by  the  QA  analyst  and 

Included  In  the  written  review  report.  The  functional  area  chief 

should  advise  the  analyst  of  the  status  of  ary  corrective  actions 

undertaken  as  a result  of  the  recommendations  made  during  the 

course  of  the  review.  The  status  of  corrective  actions  will  also 

be  Included  in  the  written  review  report. 


12.  Preparing  a written  review  report  - QA  analyst. 

a.  The  written  review  report  will  be  prepared  as 
soon  as  possible  after  the  exit  conference  because  unnecessary 
delays  will  cause  the  report  to  lose  Its  effectiveness.  This 
report  will  be  prepared  In  an  original  and  two  copies  (or  a 
sufficient  number  of  copies  of  meet  local  needs).  The  written 
review  report  will  Include,  as  a minimum,  the  following 
information; 

(1)  Scope/ purpose  of  review  and  name  of  ()A 
analyst  conducting  review. 

(2)  Comments  on  recommendations  contained  In 
previous  reports.  During  the  development  of  the  review  plan,  the 
previous  review  and  audit  reports  will  have  been  examined  to 
determine  If  there  were  any  findings  and  recommendations  directed 
towards  the  Item  to  be  reviewed.  If  so,  follow  up  will  be 
Included  In  the  review  plan  and  specific  comments  regarding  any 
findings  detected  during  the  review  should  be  Included  In  this 
report. 

(3)  Findings  and  recommendations. 

(a)  Findings  should  reflect  condition 
(description  of  the  problem),  effect  (result  of  the  problem),  and 
cause  (the  action  or  Inaction  that  caused  It). 

(b)  The  recommendation  should 
immediately  follow  the  finding. 

(c)  The  status  of  recommended 
corrective  actions  should  be  shown. 
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(4)  Conments.  The  analyst  can  make  ar\y 
comments  regarding  the  item  reviewed. 

b.  After  the  written  review  report  Is  completed 
and  the  analyst  Is  satisfied  that  It  Is  accurate  and  ready  for 
submission  to  the  C,  PPSO*  the  analyst  will  place  his  signature 
and  tlie  date  the  report  was  completed  at  the  end  of  the  report. 

13.  The  C,  PPSU  will  be  briefed  following  each  review 
of  a functional  area  to  Insure  that  he  Is  kept  current  on  the 
operating  posture/effectiveness  of  the  PPSD. 

16-4.  REFERENCES. 

A.  AR  11-37 

B.  AR  37-101-1 

C.  AR  37-103 

D.  AR  37-104-3 

E.  AR  37-106 

F.  AR  600-61  (DRAFT) 

ti.  AR  640-2-1 

H.  AR  640-10 

I.  DA  Pam  600-8  series 
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CHAPTER  17 


DISBURSING  BRANCH 

17-1.  GENERAL.  When  a PPSD  Is  established  to  support  TOE  units 
(divisions,  units  providing  area  support  for  Corps  or  Ariqy 
troops,  and  units  providing  area  support  within  theater  opera- 
tions), It  will  be  organized  to  Include  a Disbursing  Branch  to 
provide  nonintegrated  finance  support.  Organization  of  a PPSD 
supporting  TOE  units  does  not  create  a change  In  the  method  of 
performing  tasks  Identified  to  the  disbursement,  collection  and 
deposit  of  funds.  Duties  will  be  performed  lAU  existing 
regulations  and  guidance  documents. 

17-2.  UTILIZATION  OF  EXISTING  REGULATIONS.  This  chapter  Is 
designed  to  supplement  existing  personnel  and  pay  regulations/ 
guidance  whlc*'  will  continue  to  be  used.  When  a conflict  exists 
between  this  manual  and  cited  references,  the  provisions  of  this 
manual  will  prevail. 

17-3.  REFERENCES. 

A.  AR  37-lUl 

B.  AR  37-101-1 

C.  AR  37-103 

D.  AR  37-104-3 

E.  AR  37-107 
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APPENDIX  A 
aOSSARY 


PURPOSE;  This  glossary  Includes  definitions  of  terms, 
acronyms,  and  abbreviations  Mhich  are  used  in  this  PPSD  User 
Manual.  This  glossary  attempts  only  to  provide  a standard 
meaning  for  those  terms  which  have  some  special  significance  in  a 
PPSO  environment.  Cross  referencing  between  entries  is  minimized 
to  reduce  over-all  length  of  the  glossary;  however,  it  may  be 
necessary  to  refer  to  a second  entry  to  find  a desired  cleaning. 
Terms  and  definitions  explained  in  AR  310-25  and  AR  31U-50  are 
not  included  in  this  glossary. 


Additional  MOS  (AMOS) 


Administration 


Analyze 


Assigrviient 


Audit 


Any  awarded  MOS  other  than 
primary  or  secondary. 

The  management  and  execution  of 
all  military  matters  not 
included  in  tactics  and 
strategy;  primarily  concerned 
with  the  fields  of  logistics 
and  personnel  management, 
and  the  internal  management 
of  units.  The  organization 
commander  is  responsible  for 
the  administration  of  his 
command. 

To  study  the  factors  of  a 
situation  or  problem  in  detail 
in  order  to  determine  a 
solution  or  outcome. 

A personnel  placement  action 
to  satisfy  a valid  military 
manpower  requirement. 

A thorough  examination  or 
verification  of  a particular 
action  to  include  a review  of 
previous  actions. 
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Awarded  MOS  A military  occupational 

speciality  Including  skill 
level  character,  which 
Identifies  capability  of  an 
Individual  to  perform  duties 
required  of  MOS  at  his 
current  or  higher  grade  and 
made  a matter  of  record  by 
classification  authority  by 
entry  on  DA  Form  2-1 
(Qualification  Record). 


B 

Block  Ticket  (6T)  A record  used  to  control  and 

route  all  documents  through  the 
processing  cycle. 


C 

Career  Management  Field  (CMF)  A manageable  grouping  of 

related  MOS  that  provides 
visible  progression  to 
grade  E-9. 

Career  Personnel  An  enlisted  member  of  the 

Regular  Amty  who  has  completed 
more  than  3 years  of  active 
Federal  military  service. 

Centrally  Managed  Personnel  Those  Individuals  In  grades 

E-7,  E-b  and  E-9  for  whom 
Department  of  the  An^y 
exercises  centralized 
management  controls.  These 
controls  Include  centralized 
assignment,  promotion, 
reclassification,  education, 
qualification,  and 
evaluation. 

Certify  To  attest  authoritatively  to 

the  accuracy  or  legality  of 
facts,  especially  those 
which  support  a demand  for 
payment. 
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Class  A Agent  Officer 

1 

A coitiniissloned  officer  or 
warrant  officer  who  Is  appointed 
to  act  as  an  agent  for  the  FAO 
for  the  purpose  of  making  such 
payments  as  are  specified  In 
the  appointment  orders. 

r 

r 

Class  B Agent  Officer 

A commissioned  officer  or 
warrant  officer  to  whom  public 
funds  are  entrusted  by  an 
accountable  disbursing  officer 
for  the  purpose  of  making 

payments  and  collections  as  ! 

agent  for  the  accountable 

officer. 

Classificatlonn  Authorl^ 

A commander  who  has  custody  of 

Individual  personnel  records  of 
enlisted  personnel  who  may 
initially  award  an  MOS  or 
designate  an  MOS  as  primary  or 
secondary. 

fm 

R 

Classification  In  MOS 

A classification  action  by 
classification  authority  which 
results  in  award  of  a new  MOS, 
or  initial  designation  of 
primary  or  secondary  tiOS. 

Coiamand 

To  exercise  direct  authority; 
to  order;  to  control . 

Consolidation  of  Military 
Personnel  Activities 
(COMPACT) 

The  HQ  DA  approved  plan 
for  tite  consolidation  of  all 
active  Army  MILPO  on  a CONUS 
installation  or  its  overseas 
equivalent,  into  a single 

MILPO  (except  for  PSC,  PCF,  or 
the  organic  personnel  elements 
of  brigades,  regiments,  or 
similar  equivalent  TOE  units 
which  will  retain  their 
separate  identities). 

Consolidate 

To  combine  or  merge  into  a 
single  whole. 

1 

i 
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Continuous  Active  Duty 


Ik 


Control 


Coordinate 


Critical  MOS 


Active  Federal  service  In  ary 
of  the  Armed  Forces  of  the 
United  States  without  a 
break  In  service  of  more  than 
90  days.  Periods  of  active 
duty  for  training  are  not 
Included  for  this  purpose. 

To  exercise  guiding  or 
restraining  power  over;  to 
regulate,  curb,  or  check. 

To  cause  to  act  or  work 
together  for  a common  purpose 
as  In  timing,  unifying,  and 
Integrating  work. 

For  personnel  assignment  and 
distribution  purposes,  a 
critical  MOS  Is  one  which  must 
meet  the  following  criteria: 

a.  If  a shortage  of 
personnel  exists.  It  would  have 
an  adverse  effect  upon  planned 
operational  missions  of  the 
Arn\y. 

b.  Personnel  with  other  MOS 
cannot  be  substituted  to 
perform  duties  of  the  MOS 
without  prior  formalized 
training. 

c.  Training  for  HOS  must  be 
formalized  and  requires  special 
facilities.  Instructors,  or 
equipment  (e.g.,  classroom 
facilities,  and/or  special 
outdoor  areas,  utilization  of 
equipment  not  readily  available 
or  In  short  supply,  specially 
trained  Instructor  personnel, 
or  specially  prepared  textbooks 
or  lesson  plans  of  a highly 
technical  nature) . 


A-4 


COPPER 


Dally  ActIvIV  Report  (DAR) 

Dally  JUMPS  Update  Output 
Listing  (DJUOL) 


Direct 

Discrepancy  Letter  (DL) 

Distribute 


J 


d.  Training  Input  for  mS  Is  | 

difficult  to  meet  because  of  j 

existing  security,  physical,  \ 

mental,  and  educational  ] 

requirements.  I 


D 

A report  prepared  by  the 
supervisor  showing  production 
and  onhand  balances.  This 
record  should  provide 
sufficient  Information  from 
which  the  “Schedule  X"  can  be 
prepared. 

A machine  listing  furnished 
the  PPSD  after  each  computer 
update  of  the  master  military 
pay  file  based  on  the  Input 
received  at  USAFAC.  This 
listing  provides  the  PPSD 
with  all  rejected  Input  and 
advisory  messages  for  Input 
processed  by  the  computer 
that  Is  questionable  as  to 
the  accuracy  of  the  pay 
change.  The  listing 
Includes  a nmbered 
message  code  Identifying 
the  reason  the  Input  was 
rejected  or  questioned  and 
a card  Image  of  the 
pertinent  Input. 

To  give  authoritative  orders 
or  Instructions. 

A form  letter  used  by  the  PPSD 
to  advise  the  units  preparing 
the  UTL  of  discrepancies 
found  In  the  UTL. 

To  divide  among  several  or 
many;  to  deal  out;  to  allot. 


H 

1 

;i 
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Duty  MOS 

■' 

i 

The  MOS  which  Identifies 
authorized  manning  table 
position  to  which  an  Individual 

Is  assigned  and  In  which  he  Is 
performing  duty,  or  the  MOS  of 
the  duty  he  Is  performing  If 
not  assigned  to  an  authorized 
manning  table  position. 

Edit 

J- 

E 

To  Insure  the  quality  of  work 
received,  processed,  and 
reported  meets  prescribed 
standards  and  objectives  as 
set  forth  by  regulations 
and/or  directives. 

Enlisted  Occupational 
Classification  System 

Procedures  and  processes  for 

Identification  and  correlation 
of  Individual  capabilities, 
limitations,  and  aptitudes 
with  requirements  of  specific 
military  job. 

n-  Establish 

To  make  stable  or  firm;  ^o  fix, 
to  appoint  or  enact;  to  found; 
to  gain  recognition  or 
acceptance. 

Evaluate 

To  judge  with  respect  to  worth. 

Evaluation  Score 

A score  which  shows  an 

Individual's  relative  standing, 
based  on  job  perfo nuance  and 
job  knowledge  among  his 
contemporaries  In  pay  grade, 

MOS,  and  skill  level.  It 

Indicates  an  Individual's 
ability  to  perform  duty  In  a 
particular  MOS. 

Impl ement 

I 

To  translate  plans  and  policies 

Into  action;  to  prepare;  to 

COPPER 
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Improper  Assignment 


Improper  Utilization 


Initiate 


Inspect 


Issue 


disseminate  and  follow-up 
orders. 

A personnel  placement  action 
which  falls  to  satisfy  or 
grossly  exceeds  military 
position  requirements. 

Use  of  an  enlisted  person  In 
a military  position  under 
conditions  which  do  not  conform 
to  the  provisions  of  AR  600-200. 

To  perform  the  first  act;  to 
make  a beginning  with;  to 
originate. 

To  view  closely  and  critically 
so  as  to  ascertain  quality  or 
state;  to  detect  errors. 

To  send  or  give  out  officially. 


Joint  Unifom  Military  Pay 
System-Army  (JUWPS-Am\y) 


JUMPS  Monthly  Computer  Output 
Listing  (JMCOL) 


The  current  centralized, 
computerized  pay  system  within 
the  Anqy. 

A machine  listing  furnished  the 
PPSD  each  month  following  the 
computation  of  pay,  listing 
accounts  which  are  In  error, 
accounts  which  are  to  be 
cropped  due  to  AUOL  and  ETS 
dates,  and  advisory 
Information  pertaining  to 
automated  operations.  This 
listing  also  Includes  a 
nunbered  message  code 
Identifying  tte  reason  the 
Input  was  rejected  or 
questioned. 
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Leave  and  Earnings  Statement 
(LES) 


Manage 

Mark  Sense  Form  (MSF) 

Merged  Facility 

MOS  Structure 

Monitor 

NOS  Evaluation  Data  Report 

MOS  Skill  Qualification  Test 
(SQT) 


L 

A computer  produced  monthly 
statement  of  account  for  each 
member  paid  under  JUNPS-Army. 


H 

To  plan,  organize,  direct, 
guide,  coordinate,  and  control 
resources  to  achieve 
established  objectives. 

OA  Form  3728  (SIOPERS  Input  and 
Control  Data  Personnel  Change 
(Expanded)).  A SIDPERS 
coding  docmnent. 

The  term  used  synonymously  with 
the  PPSD;  also  the  consolidated 
pay/personnel  office. 

A grouping  of  MOS  which  are 
systematically  arranged  In  a 
meaningful  order. 

To  review,  observe  critically, 
and  analyze. 

A printed  report  wnich  contains 
Identifying  Information, 
evaluation  score  attained  by 
Individual,  and  a profile  of 
examinee's  standing  In  each 
subject  area  Included  In 
, test.  It  also  provides 
comparison  of  the 
Individual  with  his 
contemporaries  In  the  same 
grade  and  MOS  who  took  the 
same  test. 

An  examination  desloned  to 
evaluate  Individuars  knowledge 
and  skills  In  a particular  MOS 
and  skill  level. 
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MOS  SOT 


New  Equipment  Qualification 
Training 


One-Stop  Service 


Operate 


Optimum  Utilization 


Organizational  Routing  Guide 


An  evaluation  score  of  7U  which 
denotes  the  minimum 
qualification  considered 
necessary  to  perform  outy 
satisfactorily  In  the  MOS  and 
skill  level  In  which  tested. 


Service  school  courses  or 
on-the-job  training  directed 
by  a major  commander  or  higher 
authority  which  Is  based  on  a 
change  In  unit  mission  or 
equipment  and  which  will 
Insure  continued  utilization 
of  a significant  portion  of 
technical  skills  upon  which 
award  of  proficiency  rating 
to  Individual  concerned  Is 
based. 


Service  provided  the  Individual 
soUler  In  cooperation  with  his 
or  ner  commander  at  one  place 
and  ||}1nt  In  time,  within 
consV'alnts  of  time  and 
subject  matter. 

To  manage  or  conduct;  to  work; 
to  put  Into  or  continue 
activity. 

The  utilization  of  Individuals 
In  military  positions  which 
make  maximum  use  of  their 
highest  qualifications  and 
abilities. 

A document  which  reflects  the 
proper  routing  for  each  type  of 
action  entering  the  PPSD. 


COPPBR 


Participate 


Pay  and  Personnel  Services 


Perform 


Prepare 


Primary  MOS  (PMOS) 


Process 


Processing  Cycle 


To  act  In  common  with  others, 
to  share;  to  partake. 

The  total  range  of  pay  and 
personnel  administrative 
support  given  to  commanders, 
their  staffs,  and  their 
assigned  and  attached 
personnel  to  Include  pay 
actions,  personnel  actions, 
disbursement,  personnel 
management  advice  and 
assistance  and  consolidated 
records  keeping  services. 

To  put  Into  effect;  to  carry 
out;  to  accomplish;  to  fulfill. 

To  fit,  adapt,  or  qualify 
beforehand  for  a particular 
purpose. 

That  awarded  110$  commensurate 
with  NCO/Speclallst  status 
which  Is  of  first  significance 
to  the  Am\y  In  terms  of 
training,  experience, 
demonstrated  qualifications, 
and  Antiy  needs. 

To  act  on;  to  subject  to  a 
treatment  or  procedure. 

The  docunent  flow  required  of 
the  documents  being  routed. 
Normal  f 1 ow  wi 11  be  from  the 
DCRB  to  the  action  section/ 
branch  to  Quality  Control  to 
S/J  Interface  and  back  DCRB. 


Promotion  Autliorlty 


A commander  who  has  authority 
to  promote  enlisted  personnel 
under  his  command  as 
authorized  in  AR  600-2UU. 
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Provide 


To  supply  for  use;  furnish;  to 
make  available. 


Purge 


Receive 


Reclassification  Authority 


Reclassification  in  MOS 


Redesignation  of  PHOS  or  SMOS 


Reduction 


Reduction  Authority 


Report  of  Pay  Change  (DA  Form 
3684) 


To  remove,  rid,  or  clear  the 
record  of  whatever  is  no  longer 
required  to  be  filed  therein 
because  of  supersession, 
action  completed,  or  expiration. 


To  acquire,  come  into  possession 
of,  or  gain  from  an  outside 
source. 

The  level  of  command  or  activity 
designated  by  Department  of  the 
Amy  to  redesignate  a PMOS  or 
SMOS  or  to  withdraw  ary 
awarded  MOS. 

Aji  action  by  a reclassification 
authority,  with  or  without  board 
action,  which  results  in  a 
change  of  awarded  MOS,  or 
redesignation  of  a primary 
or  secondary  MOS. 

An  action  accanpl  i shed  by 
appropriate  orders  which  results 
in  a change  of  PMOS  or  SMOS. 

A change  to  a lower  pay  grade. 

A commander  who  has  authority 
to  reduce  enlisted  personnel 
under  his  command. 

Document  used  to  record  pay 
changes  to  input  to  JUMPS-Amy. 


Secondary  MOS  (SMOS) 


That  awarded  MOS  in  a specialty 
different  from  PHOS,  which  is 
determined  to  be  second  in 


COPPER 


standard  Installation/ 
Division  Personnel  System 
(SIDPERS) 

SIOPERS  Input  Control  Log 


SIDPERS  Unresolved  Error 
Listing 

Staff  Supervision 

Substantiating  Documents 

COPPER 


significance  to  the  Arn\y  when 
evaluated  In  terms  of  training, 
experience  demonstrated 
qualifications,  and  the  Anqy's 
needs. 

The  Anny's  current  standard 
automated  personnel  accounting 
and  management  system  designed 
to  put  the  entire  Arti^y  on  a 
single  standard  system. 

The  log  entry  will  contain  the 
following  elements  of  data  as  a 
minimum:  originator  code, 
originator  batch  number  from 
the  DA  Fonn  3815  and  the 
current  date.  As  the  entry  Is 
posted  to  the  log,  the 
originator  batch  number  on  the 
DA  Form  3815  must  be  compared 
to  the  last  originator  batch 
number  to  Insure  It  Is  the 
next  sequential  number.  The 
number  of  each  action 
received  on  the  DA  Form  3815 
will  be  recorded  In  the  space 
next  to  the  type  of  action 
under  the  current  batch 
nunber. 

Matching  listing  of  errors  by 
originator  code  furnished  the 
PPSD  (Test). 

To  advise  subordinates  of  the 
Commander's  plans  and  policies; 
to  Interpret  plans  and 
policies  and  assist  In 
carrying  them  out;  to 
determine  the  extent  to  which 
they  are  being  followed;  and 
to  advise  the  commander 
thereof. 

Written  evidence  required  to 
substantiate  a pRy  action. 
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Supervise 


To  direct  personally 


U 

Unit  Transmittal  Letter  (UTL)  Document  used  to  transmit 

personnel  and  pay  docunents  frmi 
the  unit  to  the  PPSD. 


y 

Verified  MOS  An  MOS  In  which  Individual  has 

demonstrated  his  proficiency 
during  most  recent  test 
session  for  that  MOS  under 
the  Enlisted  Evaluation 
System  by  achieving  an 
evaluation  score  equal  to  or 
higher  than  minimum  MOS 
qualification  score 
established  by  Headquarters, 
Department  of  the  Amy. 


Verify  To  confirm,  check,  or  test  the 

accuracy  of. 
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ABBREVIATIONS 


AAB Actions  and  Affairs  Branch 

AOMIHCO Administration  Company 

ADO Accountable  Disbursing  Officer 

AG Adjutant  General 

AO Area  of  Operations 

AppR Abbreviated  Personnel /Pay  Record 

ARV— Arrival 

ASD Administrative  Services  Division 

B 

BT Block  Ticket 

C 

COPPER Consolidation  of  Military  Pay  and  Personnel  Functions 

CSB Customer  Service  Branch 


D 

Department  of  the  Anny 

DAC Department  of  Kray  Civilian 

DAR Daily  Activity  Report 

DCRB Document  Control  and  Records  Branch 
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DOC Division  Data  Center 

OISCOM Division  Support  Command 

DJUOL Dally  JUMPS  Update  Output  Listing 

DL Discrepancy  Letter 

DPA Data  Processing  Activity 

OPCA Directorate  of  Personnel  and  Community  Activities 

DRS Data  Reduction  Section 

F 

FAD Finance  and  Accounting  Officer 

FAST Forward  Area  Support  Team 

I 

lAW In  Accordance  With 

I/OC Input/Output  Control 

I /OP In/Out  Processing 

J 

JMCOL JUMPS  Monthly  Computer  Output  Listing 

JUMPS Joint  Uniform  Military  Pay  System 

L 

LES Leave  and  Earning  Statement 

LOI Letters  of  Instruction 


B>2 


OOPPBll 


NACRIT Manpower  Authorization  Criteria 

NILPERCEN US  Amy  Military  Personnel  Center 

MILPO Military  Personnel  Office 

MISO Management  Information  System  Office 

MOS Military  Occupational  Specialty 

MPRJ Military  Personnel  Records  Jacket 

MSF Mark  Sense  Form 

MTOE Modified  Table  of  Organization  and  Equipment 


N 

MLT Not  Later  Than 

0 

OHB On  Hand  Begin 

OHE On  Hand  End 

QIC Officer  In  Charge 

OPMS Officer  Personnel  Management  System 

OTL Other  Transmittal  Letter 

P 

P4A  Bn Personnel  and  Administration  Battalion 

PAC Personnel  and  Administration  Center 

PCF Personnel  Control  Facility 

PCS Permanent  Change  of  Station 

PFR Personal  Finance  Record 

B-3 
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PMB Personnel  Management  Branch 


PPSD Personnel  and  Pay  Services  Division 


Personnel  and  Pay  Transaction  Branch 
Processed 


PSC Personnel  Service  Company 

PSD Personnel  Services  Division 

PSNCO Personnel  Staff  Noncommissioned  Officer 


Personnel  Transaction  Register  By  Originator 


—Quality  Assurance 


Quality  Assurance  Section 


Records 

Request  for  Orders 


SIDPERS- 


•Standard  Installation/Division  Personnel  System 


- System  Information  Retrieval 

- Service  Member 

- Standing  Operating  Procedure 

- Systems  Quality  Interface  Branch 
-Social  Security  Number 
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TDA Table  of  Distribution  and  Authorization 


USAFAC- 


Transfer  Data  Record 

Transaction  Edit  Section 

Table  of  Organization  and  Equlfnent 


Uniform  Code  of  Military  Justice 

Unresolved  Error  Report 

Unit  Personnel  Accountability  Notice 

United  States  krtay  Finance  and  Accounting  Center 

Unit  Transmittal  Letter 


First  Sergeant 
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Abbreviations 
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Action  Docunenta 

Identification 

Processing 

10-4C 

10-9 

Actions  and  Affairs  Braneb 

Functions  and  Rssponslbllltlsa 
Operating  Procedures 

3-4E 

14-1  thru  14-5 

Activation  of  a PPSD 

1-4 

Additional  Files 

lo-ae 

Adalnlstratlon  Company 

Differences  between  area  support 
and  Division,  PPSD 

Organisation 

Organisation  Concepts 

3-2 

5-2 

3-2A 

3-2B 

Administrative  Section 

Functions  and  Responsibilities 
Operating  Procedures 

3-4D 

9-1  thru  9-3 

Audit  Processing 

15-6 

Audit  Section 

3-4S 

Centralised  A-Z  File 

10- 3B 

Charge  Out  Records 

10- 3F 

Coamand  and  Control,  ADMIllOO 

3-a 

Control  Section 

Functions  and  Rasponslbllltlss 

3-4G 

Contingency  Plans 

Deployment  by  Echelons 

7-6 

D«ployMnt  Without  Soeorda  . 7-5 
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TOPICAL  mon 


Loaa  of  Coaputar  Support 
Planning  for  Raglonal  PPSDa 
Tppaa  of  Emergencies 

Cuatoaar  Sarvlce  Branch 

Functlona  and  Raaponalbllitlaa 
Oparatlng  Procaduraa 

DA  Porn  3815  Proceaalng 

Dally  Activity  Report 
AAB 
CSB 
DCRB 
General 
PMB 
PPTB 
Suanary 
SQIB 

Data  Baaa  Hanageaent  Section 

Functlona  and  Raaponalbllitlaa 

Deployaant  of  a Unit 
At  Full  Strength 
By  Echelon 
Without  Racorda 


3-4L 

13-1  thru  13-9 


Dlffarancaa  between  Area  Support  and  Dlvlalon  PPSD 

AimiMCO  5-2 

Functlona  5-3A 

Organlaatlon  5-3A 

Dlffarancaa  between  Inatallatlon  and  Dlvlalon  PPSD 

Adaln  Support  4-2C 

Dlaburalng  4-2B 

Functlona  4-3B 

Loglatlca  4-2C 

Organlaatlon  4-3A 
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TOPICAL  IMDBX 


ITEM 


PARA 


S' 
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Disbursing  Branch 

Functions  and  Responsibilities 
Operating  Procedures 

Distribution  Breakdown 
Date/Time  Stamp 
Sorting  Categories 

Distribution  Section 

Functions  and  Responsibilities 

DJOUL  Processing 

Document  Control  and  Records  Branch 
Functions  and  Responsibilities 
Operating  Procedures 

Error  Listing  Processing 

Figures,  Listing 

File  Docunents 

Identification 

Processing 

Flow  Charts 


3-4V 

17-1  thru  17-3 

10-4 

10-4B 

10-4C 


3-4F 

15-17 

3-4E 

10-1  thru  10-16 
15-17 

Appendix  D 


10-4C 

10-5 


AAB 

Annex 

A 

to 

Chap 

10 

CSB 

Inprocessing 

Annex 

C 

to 

Chap 

13 

Inquiry  Type  Actions 

Annex 

A 

to 

Chap 

13 

Outprocesslng 

Annex 

D 

to 

Chap 

13 

Processing  Travel  Vouchers 

Annex 

B 

to 

Chap 

13 

DCRB 

Annex 

A 

to 

Chap 

10 

PMB 

Annex 

A 

to 

Chap 

11 

PPTB 

Annex 

A 

to 

Chap 

12 

SQIB 

Audit  Section  Processing 

Annex 

B 

to 

Chap 

15 

BT  Processing  after  Edit/Audit 

Annex 

B 

to 

Chap 

15 

DA  Form  3815  Processing 

Annex 

A 

to 

Chap 

15 

Incoming  BT  to  SQIB 

Annex 

B 

to 

Chap 

15 

I/OC  Processing  of  Incoming  BT/Unit  Input 

Annex 

C 

to 

Chap 

15 
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TOPICAL  INDEX 


ITEM 


PARA 


Processing  Error  Listing 
Processing  JUMPS  Input  BT 
Processing  JUMPS  Reedy  for  Messsge  Suspense 
File 

Processing  Local  Pay  Cards 
Processing  Mixed  Input  BT 
Processing  SIDPERS  BT/Unlt  Input 
Processing  SIDPERS/JUMPS  Interface 
Substantiating  Documents 
Processing  SIDPERS  Ready  for  Cycle  Suspense 
File 

Transaction  Edit  Section  Processing 
UTL  Processing 


Annex  E to  Chap  15 
Annex  C to  Chap  15 

Annex  C to  Chap  15 
Annex  C to  Chap  15 
Annex  C to  chap  15 
Annex  C to  Chap  15 

Annex  D to  chap  15 

Annex  C to  Chap  15 
Annex  B to  Chap  15 
Annex  A to  chap  15 


Flow  Chart  Symbols 


3-5A 


Forms 


Appendix  E 


Functions  and  Responsibilities 

AAB  3-4K 
Admin  Section  3-4D 
C,  PPSD  3-4B 
CSB  3-4L 
Disbursing  Branch  3-4V 
DCRB  3-4E 
PMB  3—41 
PPTB  3-4J 
QAS  3-4C 
SQIB . 3-4Q 

General  Document  Flow 

Error  Listing  3-5J 
Genersl  3-5A 
JUMPS  Input  Inquiries  3-5G 
JUMPS  Only  Document  3-5C 
Local  Payments  3-SI 
Personnel  Related  - No  SIDPERS  Input  3-5F 
RFOs  and  SIDPERS  Input  3-5H 
SIDPERS/JUMPS  Doctiments  3-5X 
SIDPERS  Only  Documents  3-5D 


I 


<1 


1 
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TOPICAL  INDEX 


ITEM 

PARA 

Glossary 

Appendix  A 

Information  Documents 

Identification  and  Processing 

10-4  C 

Inprocessing 

' 

13-6 

Input /Output  Control  Section 

t 

Functions  and  Responsibilities 

3-4U 

In/Out  Processing  Section 

Functions  and  Responsibilities 

3-41i 

Inquiry  Processing 

13-3 

Inquiry  Section 

Functions  and  Responsibilities 

3-4M 

JMCOL  Processing 

15-17 

JUMPS  Ready  for  Message  Suspense  File  Processing 

15-14 

Local  Pay  Card  Processing 

15-13 

Locator  Document  Procedures 

10-13 

Operating  Procedures 

AAB 

14-1  thru  14-5 

Admin  Section 

9-1  thru  9-3 

CSB 

13-1  thru  13-9 

DCRB 

10-1  thru  10-16 

Disbursing 

17-1  thru  17-3 

PMB 

11-1  thru  11-5 

PPTB 

12-1  thru  12-5 

QAS 

16-1  thru  16-4 

SQIB 

15-1  thru  15-19 

Organization,  ADMINCO 

3-2A 

Organization,  PPSD 

3-3 

L 
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ITEM 
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TOPICAL  INDEX 


PARA 


OTLs  and  Contents 

Identification  10-4C 

Processing  10-7 


Outprocesslng 

Personnel  and  Pay  Transaction  Branch 
Functions  and  Responsibilities 
Operating  Procedures 

Personnel  Control  Facility 
Concept  of  Operations 
Functions  and  Responsibilities 
Organisation  of  PPSD 

Personnel  Management  Branch 

Functions  and  Responsibilities 
Operating  Procedures 

Personnel  Staffing 

Computation  of  Direct  fforkers 
Methodology 

Proposed  Distribution  of  Spaces 

Personnel  and  Pay  Services  Division  (PPSD) 

Army  plvislon 

Supporting  other  than  Garrison  Operations 
Without  Data  Reduction  Capability 

Processing  Audit  Blocks 


3-4  J 

12-1  thru  12-5 


8-2,  8-5 

8-4 

8-3 


3-41 

11-1  thru  11-5 


6-3 

6-2 

6-4 


3-2 

1-3 

1-2 

15-6 


Processing  DA  Form  3815 

Processing  Error  Listings 

Processing  Inquiry  Type  Action 

Processing  JUMPS  Ready  for  Message  Suspense  File 

Processing  Local  Pay  Cards  (SQIB) 


15-4 

15-17 

13-3 

15-14 

15-13 
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TOPICAL  INDEX 


PARA 


Processing  Returning  Duplicate  Block  Tickets 
with  Records  (DCRB)  10-10 

Processing  Returning  Original  and  Duplicate  Block 

Tickets  (DCRB)  10-12 

Processing  SIDPERS/JUMPS  Substantiating  Documents  15-16 


Processing  the  SIDPERS  Ready  for  Cycle  Suspense 
File 


15-15 


Processing  Substantiating  Documents 

Processing  Travel  Actions 

PTRO  Processing 

Quality  Assurance  Section 

Functions  and  Responsibilities 
Operating  Procedures 

Records  Filing  Procedures 
Centralised  A-  Z 
Sensitive  Records  File 
Suspended  Records  File 
Additional  Files 


10-14 


15-17 


3-4C 

16-1  thru  16-4 

10-3 
10-3B 
10- 3C 
10- 3D 
10-3E 


Records  Filing  Section 

Functions  and  Responsibilities 

Requests  for  Loaned  Records 
Identification 
Processing 

Responsibilities  of  Field  Elements  Inputting 
to  PPSD 

First  Sergeants 
PAC's 

Unit  Commander's 


10-4C 

10-8 
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Routing  Guide 

Satellite  TOE  Units 

Sensitive  Records  File 

Separation  Section 

Functions  and  Responsibilities 

SIDPERS  Input  BT 


Substantiating  Document  Processing 
DCRB 

SIDPERS /JUMPS  Interface 

Support/non-actlve  Army  Personnel 
Concept  of  Operations 
General 

Suspended  Records  File 

Systems  Quality  Interface  Branch 

Functions  and  Responslblllltes 
Operating  Procedures 

Transaction  Edit  Section 

Fimctlons  and  Responsibilities 

Transaction  Edit  Section  Processing  of  Block 
Tickets 


Annex  B.to  Chap  10 


10- 3C 


15-9  4b 


SIDPERS  Ready  For  Cycle  Suspense  File  Processing  15-15 


10-14 

15-16 


10- 3D 


3-4Q 

15-1  thru  15-19 


Travel  Processing 
Travel  Section 

Functions  and  Responsibilities 

UTLs  and  Contents 

Identification  (DCRB) 


10-4C 
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AFPEHDIX  D 


{: 


L 


FIGURES 


FIGURE  NUMBER 

DESCRIPTION 

PAGE 

1-1 

TRANSFER  IN  FUNCTIONS  TO  ORGANIZE 

A PPSD  FORMED  BY  TOE 

1-1-3 

3-1 

Al»aNISTRATION  COMPANY,  ARMY 
DIVISION 

1-3-2 

3-2 

PPSD,  FORMED  FROM  TOE 

1-3-5 

3-3 

PPSD  IN  ARMY  DIVISION 

1-3-6 

3-4 

FLOW  CHART  SYMBOLS 

1-3-24 

3-5 

PROCESSING  UNIT/PAC  SIDPERS  INPUT 

1-3-26 

1-3-27 

3-6 

PROCESSING  JUMPS-ONLY  DOCUMENTS 

1-3-28 

1-3-29 

3-7 

PROCESSING  SIDPERS-ONLY  DOCUMENTS 

1-3-32 

1-3-33 

3-8 

PROCESSING  SIDPERS/JUMPS  DOCUMENTS 

1-3-34 

1-3-35 

3-9 

PROCESSING  PERSONNEL  RELATED-NO 
SIDPERS  INPUT  DOCUMENTS 

1-3-38 

1-3-39 

3-10 

PROCESSING  INQUIRIES  WHICH  RESULT 

IN  JUMPS  INPUT 

1-3-42 

1-3-43 

3-11 

PROCESSING  ACTION  REQUIRING  RFO  & 
SIDPERS  INPUT  (e.g.  PROMOTIONS) 

1-3-46 

1-3-47 

3-12 

PROCESSING  LOCAL  PAYMENTS 

1-3-52 

1-3-53 

3-13 

PROCESSING  ERROR  LISTINGS 

1-3-56 

1-3-57 

4-1 

TYPE  D INSTALLATION 

1-4-2 

4-2 

INSTALLATION  PPSD 

1-4-3 

j 

i 

) 

) 

1 


D-l 
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APPENDIX  D 


FIGURES 


FIGURE  NUMBER 


DESCRIPTION 


ADMINISTRATION  COMPANY, 
PERSONNEL  AND  ADMINISTRATION  BN 


1-5-2 


COSCOM  OR  HIGHER  LEVEL  ORGANIZATION  1-5-3 

PERSONNEL  AND  ADMINISTRATION  BATTALION 

COMPULATION  OF  NUMBER  OF  DIRECT  1-6-4 

VfORKERS 

PROPOSED  PERSONNEL  STAFFING  GUIDE  1-6-5 

FOR  TOE  AND  TDA  PPSD  SERVICING  thru 

16,000  SM  1-6-12 


CUSTOMER  SERVICE  BRANCH  WITH  PCF 
PROCESSING  SECTION 


1-8-2 


APPENDIX  E 


WWntlCAL  LISTING  OF  FOKMS  UNIQUE  TO  A PPSD 


1 

ADMIIICEH 

FORM 

TITLE 

PARAGRAPHS 

6011-R 

PPSD  Docuaent  Control  Record  (BT) 

10-9 

6012-R 

Docuaent  Control  and  Records  Branch 
Control  Log 

10-9 

- 

6013-R 

Systeaa  Quality  Interface  Branch 

Control  Log 

¥ 

15-5,  15-8 

6015-R 

SIDFERS  Cycle  Report 

15-15 

6017-R 

Batch  Control  Sheet 

15-10 

6020-R 

Input/Output  Control  Section 

Control  Log 

15-9 

• 

6022-R 

Control  Log  of  Batch  Control 

Sheets 

15-14 

r*-. 

1 

6023-R 

6026-R 

JUMPS-Aray  Message  Log 

Block  Ticket  Control 

Log  - Branch/Sectlon 

15-14,  15-23 

10-10 

602 7-R 

Unit/Other  Transmittal 

Letter  Control  Log 

15-3 

6028-R 

Dally  Activity  Summary  Report 

Personnel  and  Pay  Services  Division 

2-2,  2-9 

6034-R 

Dally  Activity  Report  Document 

Control  and  Records  Branch 

2-2,  2-3 

6035-R 

Personnel  and/or  Pay  Inquiry 

13-3c 

6036-R 

Dally  Activity  Report  - Systems 

Quality  Interface  Branch 

2-2,  2-7 

6037-R 

Dally  Activity  Report  Customer 

Service  Branch 

2-2,  2-8 

6039-R 

Dally  Activity  Report  Personnel 
and  Pay  Transaction  Branch 

2-2,  2-5 

C»PPBR 


i 


ADMINCEN 


FORM 

TITLE 

PARAGRAPHS 

6040-R 

Dally  Activity  Report  Actions  and 
Affairs  Branch 

2-2,  2-6 

60A1-R 

Dally  Activity  Report  Personnel 
Management  Branch 

2-2,  2-4 

SAMPLE 

OVERPRINTED 

DISPOSITION 

FORMS 

SUBJECT 

PARAGRAPHS 

DA  Form  2496 

Deficiency  In  Submission  of 

Documents  to  Personnel  and 

Pay  Services  Division  (PPSD) 

OTL/UTL  Number 

10-6 

DA  Form  2496 

Last  Transmittal 

Unit  Transmittal  Letter 

Number 

10-6 

DA  Form  2496 

Last  Transmittal 

Other  Transmittal  Letter 

Number 

10-6 

OOPPEl 


PPSD  DOCUMENT  CONTROL  RECORD  (BT) 


3.  Originator  (Br  and  Clk 


1.  Date: 


5.  ROUTING/BRANCH 


6.  DATE  RECEIVED 

7.  ACTION  CLERK 

8.  DATE  ROUTED 

//  k/hl. 

iZ  \J4U 

ctions  & Affairs  Br 


era  tfet  Br 


ustomer  Service  Br 


2 Sys  Qual  Interface  Br 


^ Doc  Control  & Reds  Br  | 


Other 


li 


/IT  \yiiu 


$•  Records  Filing  Section  Pull 


m 


10. 

ACTION 

(List  by  Type) 

11. 

TOTAL 

^ijoriHmKtr^ 

>*v 

if 

13. 

PFR 

14. 

KEYPUNCH 

FORMS 

fi 

// 

TIATINC 


^ if 


18.  REMARKS  (Note  additions/deletions) 


09te  puifeet  ^ 


19.  SIDPERS  Cycle  No: 


ADMINCEN  Fora  6011-R,  Jan  77  (TEST)  (ATZI-SP) 

1-3 


COPPER 


INSTRUCT  IOl^lS  FOR  COliPLETUG  /OAIINCEN  FORM  6011-R 
FPSD  DOCUHKNT  CONTROL  RECORD  (BLOCK  TICKET) 


1.  Date:  Will  Indicate  the  date  the  Block  Ticket  Is  dispatched  from  originator. 

2.  Number:  All  Block  Ticket  numbers  will  be  assigned  an  Identifying  number  by  Control 
Section  of  DCRB.  If  BT  originates  In  a branch  other  that  DCRB  that  branch  will  contact 
DCRB  to  obtain  a nuaiber.  All  BT  numbers  will  be  prefixed  by  either  S,  J.  SJ,  NS,  or  NJ 
depending  on  the  type  of  Input  on  the  Block  Ticket. 

3.  Originator  (Branch  and  Clerk):  The  originating  Branch  (l.e.,  DCRB,  CSB)  will  be 
placed  In  this  block  along  with  the  last  name  of  the  preparing  clerk. 

4.  Suspense  Date:  This  date  will  be  assigned  by  the  originating  clerk  at  the  time  of 
dispatch  of  the  BT  from  tliat  branch.  Suspense  date  for  transactions  will  normally  be  S 
work  days  from  the  date  In  the  date  block. 

5.  ' Routing/Branch  Order:  This  column  will  be  prepared  by  originating  branch  Indicating 
the  sequence  the  block  Is  to  travel.  EXAMPLE:  A block  originating  In  DCRB  and  traveling  to 
PPTB,  SQIB  and  back  to  DCRB,  "1"  Is  placed  next  to  PPTB,  ”2"  next  to  SQIB,  and  "3"  next  to 
DCRB. 

6.  Date  Received:  The  control  clerk  receiving  the  Block  In  each  branch  will  place  the 
date  received  In  this  block. 

7.  Clerk:  The  clerk  taking  action  on  Block  wl41  place  his/her  last  name  In  this  block. 

8.  Date  Routed:  The  control  clerk  routing  the  block  to  the  next  branch  will  place  the 
date  routed  In  this  block. 

9.  RFS  pull  _ MPRJ  _ PFR:  The  control  clerk  In  DCRB  Intlatlng  a block  for  which  records 
must  be  pulled  will  check  which  Cor  both)  records  are  to  be  pulled. 

10.  Action:  The  type  action  on  the  Block  Ticket  will  be  shown  In  this  block. 

11.  Number:  The  number  of  actions  will  be  shown  In  this  block. 

12.  MPRJ:  The  number  of  MPRJs  will  be  shown  In  this  block.  Normally  by  RFS. 

13.  PFR:  The  number  of  PFRs  will  be  shown  in  this  block.  Normally  by  RFS. 

14.  Keypunch  Form:  The  number  of  line  entries  on  keypunch  forms  will  be  entered  in  this 

block  by  clerk  preparing  forms  or  by  originating  branch  If  forms  are  Initially  routed 
with  the  block. 

13.  Mark  Sense  Forma:  The  number  of  Mark  Sense  Forms  will  be  entered  In  this  block  by 

the  clerk  preparing  the  Mark  Sense  Forms  or  by  the  originating  branch  if  forms  are 

initially  routed  with  the  Block. 

16.  Cards:  The  Edit  Section  Clerk  editing  the  input  will  place  the  number  of  cards 
produced  during  data  reduction.  Nhen  a Batch  is  returned  In  the  SQIB  the  Batch  Control 
Clerk  will  verify  the  card  count  to  Insure  no  cards  are  inserted  or  lost. 

17.  Substantiating  Documents:  The  number  of  substantiating  documents  will  be  entered 
here  by  the  SQIB  clerk  Identifying  substantiating  documents. 

18.  Remarks:  This  section  will  be  used  for  any  pertinent  remarks  about  the  block  ticket. 
Additionally  all  documents  and/or  records  added  to  or  deleted  from  the  BT  will  be  shown 
by  listing  SM's  last  name,  last  4 of  the  SSN,  and  BT  to  which  action/record  was  deleted 

or  BT  from  which  an  action/record  was  added. 

19.  SIDPERS  Cycle:  All  S and  SJ  blocks  will  have  Che  SIDPERS  cycle  on  which  action  of 
this  BT  were  processed, 

20.  JUMPS  Msg  No.  All  J and  SJ  blocks  will  have  Che  JUMPS  Msg  Number  on  which  cards 
were  forward  to  USAFAC  entered  In  this  block. 


E-4 


ADHI^K:EN  FORM  MUR.  Hay  77  (TEST)  (ATZI-SP> 


INSTRUCTION  FOR  COMPLETION 

OF  THE  DOCUMENT  CONTROL  AND  RECORDS  BRANCH  CONTROL  LOG 
(AIRfINCEN  FORM  6C12-R) 


1.  Block  No.  This  Is  the  number  assigned  to  the  block.  All  logs  should 
be  pre-numbered  and  cut  off  by  calendar  month. 

2.  No  of  Actions.  This  Is  the  sum  of  the  number  of  actions  listed 
on  the  face  of  the  Block  Control  Ticket  (before  records  are  pulled  by 
RFS , If  required) . 

3.  Action  Blocked.  This  Is  the  actual  number  of  actions  blocked  by 
category  after  actions  are  pulled  by  control  for  either  the  recycle  suspense 
file  or  locator. 

4.  Numbers  of  Records.  The  top  half  */  of  the  divided  block  will  show 
number  of  records  (by  either  MPRJ  or  PFR)  Initially  blocked  out. 

The  bottom  half  /*  of  the  divided  block  will  show  the  number  of  records 
returning  on  the  block  ticket. 

5.  Branch.  The  abbreviation  for  the  branch  which  was  the  number  1 
addressee  on  the  block  ticket  will  be  shown  here. 

6.  Date  Out.  The  date  the  BT  was  forwarded  to  the  number  1 addressee 
will  be  entered  here. 

7.  Date  Dup  Received.  The  date  the  duplicate  BT  was  received  from 
processing  will  be  entered  here. 

8.  Date  Original  Received.  The  date  the  original  BT  was  received  from 
processing  will  be  entered  here. 

9.  Remarks.  Any  pertinent  remarks  about  the  block  will  be  entered  here. 
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ADMINCEN  For*  6013-R.  May  77  (TEST)  (ATZI-SP) 


SIDPERS  CYCLE  REPORT 


INDICATOR 


Transactions  Submitted 


UNIT  FPSO  TOTAL 


DATE:  /O  Tua)  7T 

CYCLE  :Z.7” 

DA  TOTAL 


ADMINCEN  FORM  6015-R,  May  77,  (Test)  (ATZI-SP) 


COPPER 


1.  DATE  ^ — 2.  BATCH  NUMBER 

BATCH  CONTROL  SHEET  //  CW  Z/ 


3.  BLOCK  TICKET  NUMBER(S): 


= S/2.^ 


"UNIT  SIDPERS  INPUT" 


4.  PROCESS 


5.  INPUT 

FORfIS 


6.  CARDS 
PRODUCED 


Z.O 


7.  OPERATOR 


KEY-PUNCH 


KEY/- VERIFY 


80-80  LIST 


INPUT/OUTPUT  CONTROL  SECTION  CONTROL  LOG 


AGMINCEN  Form  6020-R,  May  77  (TEST)  (ATZI-SP) 





I 


i 

i 

j 

1 

\ 


(INSTRUCTIONS  FOR  COMPLlTION  OF  THE  INPUT/OUTPUT  CONTROL  SECTION 

CONTROL  LOG  {ADMINCEN  FORM  6020-R) 


ft'* 


t 

I 


t 


1.  Block  Ticket  Number.  The  BT  numbers  will  be  entered  in  this  item. 

Pages  should  "'be,  prenumbered. 

2.  Date  Received.  Self  cxpianatory. 

3.  Batch  Control  Number.  The  3-digit  batch  control  number  to  which  the 
Batch  was  assigned  will  be  entered  here. 

4.  SIDPERS  SCN.  The  two  character  SIDPERS  SCN  that  SJ  and  S blocks  had 
input  on  that  cycle  wi;}  be  e.ctered  here. 

5.  JUMPS  Message  Number.  The  message  number  that  cards  were  transmitted 
to  USAFAC  will  be  entered  here.  All  J and  S.)  blocks  should  have  an  entry. 

6.  Date  Block  Ticket  to  OCRB.  The  date  the  BT  was  forwarded  to  DCRB  will 
be  entered  here. 

7.  Remarks.  Pertinent  remarks  will  be  entered  here.  Certain  SJ  blocks 
will  have  two  JUMPS-Army  message  numbers.  The  second  number  will  be  entered 
here. 
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! CONTROL  LOG  OF  BATCH  CONTROL  SHEETS 


1 INSTRUCTIONS: 


1.  Circle  Batch  Control  Number  upon  preparation  of  Batch  Control  Sheet. 

2.  X Batch  Control  Number  upon  return  of  Batch  Control  Sheet  from  processing. 


BATCH  CONTROL  NUMBERS 


01 

26 

51 

02 

27 

52 

03 

28 

53 

04. 

29 

54 

05 

55 

06 

31 

56 

07 

32 

57 

08 

33 

58 

09 

34 

59 

10 

35 

60 

11 

36 

61 

12 

37 

62 

13 

38 

63 

14 

39 

64 

15 

40 

65 

16 

41 

66 

17 

42 

67 

18 

43 

68 

19 

44 

69 

20 

45 

70 

21 

46 

71 

22 

47 

72 

23 

48 

73 

24 

49 

74 

25 

50 

75 

COPPER 


INSTRUCTIONS  FOR  COMPLETION  OF  THE  JUMPS-ARMT  MESSAGE  LOG. 


1.  Message  Numbers.  Number  assigned  will  be  entered  here. 

2.  Total  Cards.  Total  cards  transmitted  In  the  message  will  be  entered 
here. 

3.  DD  117  Number.  The  voucher  number  from  the  DD  Form  117  will  be  entered 
here.  If  message  does  not  relate  to  a DD  Form  117^  this  item  will  be  left  blank. 

4.  Dollar  Aaiount.  The  dollar  amount  for  a message  associated  %rlth  a DD  Form 
117  will  be  entered  here.  If  message  does  not  relate  to  a DD  Form  lli^  this 
Item  will  be  left  blank. 

5.  Date  to  USAFAC.  The  DTG  shown  on  the  duplicate  copy  of  the  DD  Form  1392 
returned  from  the  message  center  will  be  entered  here. 

6.  Remarks.  Pertinent  remarks  to  any  message  will  be  entered  here. 
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ADMINCEN  form  6026-R,  JAN  77  (TEST)  (ATZI-SP) 

E-16 


conn 


INSTRUCTIONS  FOR  COMPLETION 
OF  THE  BLOCK  TICKET  CONTROL  LOG  BRANCH /SECT I ON 

(ADMINCEN  Form  6026-R) 


¥ 


1.  Block  Number.  This  is  the  number  assigned  to  the  block.  All  logs 
should  be  pre-numbered  and  cut  off  by  calendar  month. 

2.  Date  In/Out.  The  date  the  block  ticket  was  received  from  the  previous 
addressee  and  the  date  it  was  forwarded  to  the  next  addressee. 

3.  Number  Records.  The  block  will  show  the  number  of  records  (MPRJ/PFR) 
received  with  the  block  ticket. 

4.  Actions.  The  actual  number  of  actions  by  category  received  on  the 
block  ticket. 


AttllNCEN  FORM  6027-R,  77,  (JEST)  CAIZI-SP) 


INSTRUCTIONS  FOR  COMPLETING  UNIT/OTHER  TRANSMITTAL  CONTROL  LOG 
(AOMINCEN  FORM  6027-R) 


OesIgnatlon/UIC  - this  Item  will  show  UIC  for  units.  Other  elements 
forwarding  OTLs  will  have  a descriptive  word  put  here  such  a "Housing" 
for  the  housing  office. 

Month  - Calendar  month  will  be  entered  here. 

1.  Control  Number  - Self  explanatory. 

2.  UTL/OTL  Date  - The  date  of  the  UTL/OTL  will  be  entered  here. 

3.  Date  Received  In  PPSD  - Self  explanatory. 

4.  Number  of  Documents  • Self  explanatory.  DA  381S  and  contents  are 
counted  as  1 document. 

5.  Date  of  Acknowledgement  to  Unit  - The  date  the  original  UTL  sent  to 
unit. 

6.  Date  to  DCR8  - Date  triplicate  UTL  and  attachments  forwarded  to  DCRB. 

7.  Date  Unit  Notified  of  Discrepancy  • The  date  a discrepancy  letter  1s 
sent  to  the  unit  will  be  entered  here. 

8.  Number  of  Discrepancies  - The  letters  corresponding  to  the  subparagraphs 
completed  on  the  Deficiency  Letter  will  be  checked. 

9.  Date  Correction  Received  - The  date  the  unit/element  submitted  the 
corrections  to  the  errors  listed  on  the  deficiency  letter  will  be  entered 
here. 

10.  No.  of  Documents  - The  number  of  documents  that  were  accepted  that  came 
to  the  PPSD  with  the  correction  to  a deficiency  letter  will  be  entered  in 
this  block. 

11.  Date  to  DCR8  - The  date  the  documents  (which  were  prev1ous'*y 
deficient)  were  forwarded  to  DCRB  will  be  entered  here. 


iiMlIKCEII  F i’riM  603I*-: 


PERSONNEL  AND/OR  PAY  INQUIRY 


3.  Dote 

/ uau'll 


1.  Block  No. 


2.  Inqui ry  No.  5 


DATA  REQUIRED  BY  PRIVACY  ACT  OF  197^.  Auth:  Title  5,  USC  301.  The  purpose  of  this  form  is 
to  provide  the  service  member  the  means  of  making  a formal  ipquiry  concerning  his/her  P^y/ 
personnel  record.  The  information  is  used  to  retrieve  the  member's  record,  identify  the 
nature  of  the  inquiry,  determine  the  necessary  action,  and  to  compile  statistical  data. 
Information  is  voluntary.  Without  the  information,  necessary  action  concerning  the  inquiry 
cannot  be  undertaken.  


SECTION  I (To  be  completed  by  service  member) 


SECTION  II  (To  be  completed  by  Unit  Commander/PSNCO)  

l.|S  Supporting  Document (s)  Submitted  to  PPSD  TL  No,  — 5”  j Date  ^ 


Supporting  Doc  Not  Submitted  PPSD.  Will  be  on 


3.0  Requested  Local  Payment  is  (Approved)  ( 


5.0  Other  (Specify) 


(Delete  appropriate  word 


4,0  Entitlement  Due  Service  Member  From  . . ^ rior  Station) 


N III  (To  be  compieted  by  PPSD) 


ACTION  TAKEN 


/uPUl — Cc/Tbf^  oaj 

— MADe,  C/lS(4Ai-^  J^/  7o  SM 


COPPER 


INSTRUCTIONS 

ITEM  NO.  ACTION  TO  BE  TAKEN 

1.  Enter  the  Block  Ticket  Nuirber  which  will  be  used  to  request 
the  record  from  DCRB.- 

2.  Enter  the  sequence  number  of  the  inquiry.  Inquiries  should 
be  consecutively  numbered. 

3.  Enter  the  date  the  inquiry  was  initiated  by  the  service 
member. 

4-8.  identification  data  to  be  typed  or  printed  by  the  member. 

9<  Complete  if  service  member  has  an  appointment. 

10.  The  nature  of  Inquiry  is  to  address  the  specific  area  of 

interest  (separate  inquiries  are  to  be  prepared  for  multiple 
areas  of  interest).  Although  brevity  is  encouraged,  it  is 
essential  that  the  SH  fully  identify  the  inquiry  and  attach 
copies  of  all  supporting  documents. 

Section  11  is  to  be  completed  by  the  unit  commander  or 
PSNCO  upon  completion  of  a review  of  the  inquiry.  Section 
II  is  an  audit  trail  of  the  units  actions  which  had  taken 
place  in  respect  to  the  specific  inquiry. 

Section  III  is  to  be  completed  by  the  inquiry  clerk  who  is 
reviewing  the  member's  inquiry.  All  actions  taken  or  pay- 
ments made  will  be  reflected  in  this  section.  This  section 
will  be  reviewed  by  the  Inquiry  Section  Supervisor. 
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PAY  AD-JUSTMENTS 
DA  FORM  41 


DAILY  ACTIVITY  REPORT 


77  (TEST) (ATZl-SP) 
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ntPiniHCi  0*  \r»90\. 

WftiCCt 

r-p-TP 

Deficiency  in  Submission  of  Documents  to  Personnel 
and  Pay  Services  Division  (PPSD) 

OTL/UTL  Number 

^^(Unit  submitting  OTL/UTL  with  Chief,  PPSD 
deficiency  ATTN:  SQig 


/r  3iJ«.77  «T1 


1.  The  following  deficiencies  heve  been  identified  in  subject  transaittal  letter 
which  have  delayed  processing  personnel  and/or  pay  change  on  the  affected  91: 

a.  Items  on  OA  Form  4187  CPersonnel  Action)  Indicate  these  forms  are  not  being 
prepared  at  the  time  a change  In  personnel  status  occurs  CKeference:  Para  8- lb, 

QA  Pamphlet  600-8) . 

_A^-b.  UTL  was  received  out  of  numbered  sequence.  UTL  control  numbers  missing  are 
/y  (Reference:  Para  8-2c(l),  DA 

Pamphlet  600-8) . 

c.  DA  Form  3815  (SIDPERS  Input  and  Control  Data  - Authentication  and  Trans- 
mittal was  received  out  of  numbered  sequence.  Control  numbers  missing  are 
> . (Reference:  DA  PAM  600-8-1). 

d.  Docua^ents  %iere  received  without  a UTL  (Reference:  Para  8-2c,  DA  Pamphlet 

600-8) . 

____  e.  SIDPERS  nark  sense  forms  were  received  without  a DA  Form  3815  (Reference: 

DA  PAM  600-8-1). 

f.  Documents  to  support  personnel/pay  changes  indicated  on  the  UTL  were 

missing  (Control  Number (s)  ) . 

g.  Copies  of  DA  Form  31  (Request  and  Authority  for  Leave)  are  not  being 

received  In  proper  sequence  and/or  control  numbers  are  not  being  entered  (Reference: 
Para  4-2,  AR  630-5), 

___  h.  Illegible  copy  of  docvaaent  received  (See  attached). 

___  1.  Other: 

2.  Request  corrective  action  be  taken  and  required  documentation,  if  applicable, 
be  submitted  to  this  office' with  a copy  of  this  DF  on  a subsequent  UTL. 

3.  Request  lasediate  command  actionyA  preclude  recurring  deficiencies. 
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Mr, 
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’■'’Chief,  PPSD 
ATTN: 


Last  Transmit tel 


Unit  Transaitcal  Letter  Number  ' 


FROM  (Unit  subsdttlng  UTL)  »ate 


Attached  documents  support  changes  to  the  pay  account  of  the  soldiers  identified 
hereon. 


NUMBER  TYPE  OF  DOCUMENT 


REMARKS/IDENTIFICATION/CCWTROL 


DA  Form  31  Suspense  (when  leave 
is  approved) 

DA  Form  31  Original  (when  leave  comp) 
DA  Form  1341  Allotment  Authorisation 


leave  //AltfdxJ 

leave  comp) 


DA  Form  3685  Election  of  Pay  Option 

DO  Form  362  Statement  of  Charges 

TD  4 Employee  Witholding  Exesq;>tion 

termination/ Assignment  of  Government 
Quarters 

A'lMTNOEK  Form  6C35-R  Personnel  and/or  Pay  Inquiry 


DA  Form  3815 

DA  Fonn  268 
DA  Form  4187 
Other 


TO  (unit  Submitting  UTI^ 


cpt,  xa^ 
A'^Tu.T^r 

FROM;  Chief,  PPSD  DATE 


1.  I have  reviewed  the  above  listed  documentation  and  have  verified  that  required 
copies  are  included  and  that  entries  ^ff/do  not  appronriately  reflect  true  document 
content . 


2.  / *'7  Discrepancy  letter  is  attached. 

/ / Receipt  acknowledged  of  transmittal  letter  dated 


u.  as 


) C/03. 
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^ (SJ^ 
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“IRbsT  'i4ouZrt^^ 

1.  I have  received  Che  above  listed  documentation  and  have  verified  that  required 
copies  are  included  and  that  entries  appropriately  reflect  do/do  not  reflect  true 
document  content. 

2.  / / Discrepancy  letter  is  attached,  — — 

/A»i^  Receipt  is  acknowledged  of  transmittal  letter  dated  f / // 
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BDE  TM  TEST  SUPPLEMENT 


BRIGADE  TEAM  TEST  SUPPLEMENT 


1-1.  General.  The  team  concept  for  a division  PPSD  Is  designed  to 
Increase  records  accessibility,  fix  responsibilities,  enhance  personnel 
and  pay  service  support  to  units,  and  Improve  service  to  the  Individual 
soldier.  Organization  of  a division  PPSD  In  the  team  test  mode  does  not 
require  a change  to  the  basic  controls  which  are  present  In  a COPPER  office 
but  some  organizational  changes  will  require  a revision  of  certain  oper- 
ating procedures.  The  COPPER  user  manual  will  serve  as  the  team  test 
basic  docuaient  and  changes  Indicated  by  this  suppleatent  will  be  aude  to 
the  user  manual. 


1-2.  Purpose.  The  purpose  of  this  supplement  Is  to  provide  the  concept 
of  operations  for  the  commander  and  his  staff  to  organize  and  oparate 
a division  PPSD  In  the  team  mode. 

1-3.  Scope.  This  supplement  applies  only  to  a division  PPSD.  When 
conflict  of  direction  exists  between  content  of  this  supplement  and 
Amy  directives,  the  contents  of  this  manual  will  take  precadence. 
Actions,  reports  and  controls  currently  prascrlhod  by  existing  directives 
but  not  specifically  rnddressed  within  this  swpplamant  will  continue  to 
'be  perfomad  and/or  submitted  as  prescribed  In  the  governing  directive. 


le  of 


A.  Table  of  Contents. 


1 thru  will 


ts.  introduction,  and  part  I. 


Insert  New  Paxes 


1 thru  vl 
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B.  Introduction 

Make  the  following  pen/ Ink  chengea.  Delete  Installation  and 


corps"  from  paragraph  lb. 


C.  Part  I.  Concept  of  Operatlona. 

Remove  Old  Paaes 

1-1-1  thru  1-1-4 
1-2-3  thru  1-2-6 
1-3-5  thru  1-3-6 
1-3-9  thru  1-3-22 
1-3-23  thru  1-3-59 
1-4-1  thru  1-4-5 
1-5-1  thru  1-5-4 
1-6-1  thru  1-6-14 

1-5.  Changes  to  Part  11. 

A.  Chapter  9tNo  Change. 

B.  Chapter  10. 

1.  Remove  Old  Pages 

II-lO-l  thru  11-10-36 
II-lO-Al  thru  II-10-A42 
II-10-B18  thru  II-10-B22 


Insert  New  Pages 

1-1-1  thru  1-1-4 

1-2-3  thru  1-2-6 

1-3-5  thru  1-3-6 

1-3-9  thru  1-3-22 

1-3-23 

1-4-1 

1-5-1 

1-6-1  thru  1-6-10 


Insert  New  Pages 

II-lO-l  thru  11-10-38 
Il-lO-Al  thru  1I-10-A45 
II-10-^B18 


2.  Make  the  following  pen/ Ink  changes  to  Part  1.  Annex  B,  Chapter  10. 

a.  "AAB"  to  "AAS" 

b.  "PMB"  to  "PMS" 

c.  "DCRB"  to  "Records  Team" 

d.  "PPTB"  to  "Records  Team" 

e.  DA  Form  61  add  In  remarks  "Officer  RA  appointments  to  PMS" 

f.  DA  Form  268  "AAB"  to  "Records  Team"  In  remarks  section  change 
"AAB"  to  "Records  Team". 

g.  DA  Form  4187  (Extension  Officer  Active  Duty  Service)  change 
"AAB"  to  "PMS". 

h.  DA  Form  4187  (Officer  Separation)  Change  "AAB"  to  "PMS". 


C.  Chapter  11« 

Remove  Old  Pages 
II-ll-l  thru  Il-ll-AlO 


Insert  New  Pages 
II-ll-l  thru  II-11-B2 
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D.  Chapter  12. 

Raaove  Old  Pages  Insert  New  Pages 

II-12-1  thru  11-12-4  II-12-1 

II-12-A1  thru  1I-12-A5 


E.  Chapter  13. 


1.  Remove  Old  Pages 

11-13-3  and  II-13-4 
II-13-9  and  11-13-10 
II-13-A1  thru  II-13-D7 


Insert  New  Pages 

II-13-3  and  II-13-4 
II-13-9  and  11-13-10 
1I-13-A1  thru  II-13-D7 


2.  Make  the  following  pen  and  Ink  changes. 

a.  Change  all  "DCRB"  to  "appropriate  Records  Section" 

b.  Paragraph  13-1  line  tm,  delete  "...  and  4-2  (TDA  or 
Installation  PPSD  services  multiple  comnands,  the  separation/ 
transfer  function  In  the  CSB  may  be  assigned  to  an  element  out- 
side the  PPSD." 


c.  Paragraph  13-6  Clb  change  "PMB"  to  "PMS”. 


F.  Chapter  14* 


1.  Remove  Old  Pages  Insert  New  Pages 

II-14-A1  thru  II-14-A5  II-14-A1  thru  II-14-A5 

2.  Make  the  following  pen/ Ink  changes; 

a.  Change  "DCRB"  to  "appropriate  Records  Section". 

b.  Delete  paragraph  14-3Blb, 

6.  Chapter  15. 


1. 


2. 


Remove  Old  Pages 

11-15-9  thru  11-15-12 
11-15-23  thru  11-15-24 
11-15-27  thru  11-15-28 
1I-15-A1  thru  II-15-E4 


Insert  New  Pages 

II-15-9  thru  11-15-12 
11-15-23  thru  11-15-24 
11-15-27  thru  11-15-29 
II-15-A1  thru  11-15-F3 


Make  the  following  pen/ Ink  changes: 


a.  Change  "DCRB"  to  "appropriate  Records  Section" 

b.  Paragraph  15-9B3,  line  two,  change  ".. .SIDPERS/ JUMPS 
Interface..."  to  ". . .USAFAC. . ." 
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c.  Paragraph  15-9b4  change  "...BT  and  unit  Input..."  to 
"... documents ..." 


d.  Paragraph  15-12B4a,  line  1,  add  after  "sheet",  "...JUMPS 
Substantiating  Documents..." 

e.  Paragraph  lS-12DSb,  line  2,  add  after  "BT,"  "...JUMPS 
Substantiating  Documents..." 


H.  Chapters  16  thru  17..  No  change. 
1-6.  Changes  To  Appendices. 

A.  Appendix  A thru  B.  No  change, 

B.  Appendix  C. 

Remove  Old  Pages 
C-1  thru  C-9 

C.  Appendix  D. 

Remove  Old  Pages 
D-1  thru  D-2 

D.  Appendix  E. 

1.  Remove  Old  Pages 

E-1  thru  E-8 

E-11  thru  E-12 
E-19  thru  E-22 
E-  27  thru  E-28 

2.  Delete  Figure  on  page  E-29. 


Insert  New  Pages 


C-1 


Insert  New  Pages 
D-1 


Insert  New  Pages 

E-1  thru  E-8 
E-lOa  thru  E-lOb 
E-11  thru  E-12 
E-19  thru  E-22 
E-27  thru  E-28 
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CHAPTER  1 

GENERAL  ORGANIZATION  AND  RESPONSIBILITIES 


1-1.  GENERAL:  The  Personnel  and  Pay  Services  Division  (PPSD) 
has  three  organizational  structure  designs:  Aruty  Division  (TOE); 
area  support  (TOE)  for  troops/units  within  a. Corps,  Ant^y,  or 
Theater  area;  and  installation  (TOA). 

A.  Each  PPSD  is  designed  to  employ  the  Forward  Area 
Support  Team  (FAST)  concept,  when  appropriate. 

B.  Each  PPSD  will  continue  to  perform  those  personnel  and 
pay  functions  that  there  is  no  direct  Impact  as  a result  of  the 
consolidation  of  pay  and  personnel,  in  the  same  manner  as  those 
functions  were  performed  previously  (e.g.,  processing  partial 
pay,  request  for  attendance  at  DCS). 

1-2.  PPSD  WITHOUT  DATA  REDUCTION  CAPABILITY:  Usually  the 
installation  level  (TOA)  PPSD  'is  assigned  a data  base  management 
and  a data  reduction  capability.  The  following  applies  when  that 
capability  Is  not  organic  to  a PPSD: 

A.  The  PPSD  (-)  will  be  satelllteo  on  a PPSD  with  data 
base  management  and  data  reduction  responsibility* 

B.  The  PPSD  (-)  will  process  dociaaents  and  data  using 
routine  procedures  through  all  steps  up  to  and  including  the 
editing  function  perfonaed.ln  the  System  Quality  Interface  Branch 
(SQIB).  At  that  point,  the  following  actions  will  take  place: 

1.  SIDPERS  Input  will  be  dispatched 
to  the  supporting  PPSD. 


2.  Substantiating  documents  will  be  retained  by  the 
SQIB  for  routine  forwarding  to  United  States  Army  Finance  and 
Accounting  Center  (USAFAC). 

SQIB  will  maintain  a suspense  file  for  SIDPERS 
input  dispatched  to  the  supporting  PPSD  pending  receipt  of 
transmission  record  from  that  PPSD. 
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4.  The  SQIB  will  be  augmented  with  keypunch  operators 
to  fully  process  JUMPS  only  transactions. 

1-3.  PPSD  SUPPORTING  OTHER  THAN  ttARRISON  OPERATIONS:  When  the 
PPSD  Is  tasked  to  provide  support  for  a reception  station,  train- 
ing center,  personnel  control  facility.  Reserve  or  National  Guard 
unit,  a separate  branch/ section  will  be  established  In  the  PPSO 
for  this  support  and  should  be  staffed  lAW  applicable  DA  staffing 
guide  tables. 

1-4.  ACTIVATION  OF  A PPSD: 

A.  A PPSD  will  be  activated  only  with  advance  approval  of 
Headquarters,  Department  of  the  Anny.  Requests  for  activation  of 
a PPSD  will  be  submitted  through  command  channels  to  the  DA 
proponent. 

B.  A PPSD  organized  during  or  after  the  proliferation  of 
COPPER  concepts  must  be  responsible  for  and  must  maintain  the 
personnel  and  the  pay  record  of  each  Individual  supported.  This 
policy  remains  In  effect  regardless  of  the  number  of  units  subse- 
quently supported  as  tenant  or  satellited  units. 

C.  The  Installation  Finance  and  Accounting  Officer  (FAO) 
serves  as  accountable  disbursing  officer  (ADO)  to  a PPSD  organ- 
ized from  a TDA.  The  FAO  provides  disbursing  support  by 
physically  locating  cashiers  within  the  Customer  Service  Branch 
(CSB)  of  that  PPSD.  The  FAO  may  physically  locate  cashiers  with- 
in two  or  more  CSBs  or  a Class  B agent  may  be  appointed  when  con- 
ditions warrant  organization  of  more  than  one  PPSD  having  a large 
volume  of  payments  of  a specialized  nature  (such  as  at  a separa- 
tion center),  A Class  B agent  may  also  be  appointed  when  a PPSD 
is  organized  to  support  an  Installation  or  activity  that  does  not 
warrant  a FAO. 

0.  Figure  1-1  shows  how  functions  assigned  to  current 
finance  sections  and  to  a Personnel  Services  Division  (PSD)  of  an 
AG  Company  are  transferred  to  form  a PPSD  organized  to  support  an 
Army  division.  A simlllar  transfer  of  functions  occurs  when  an 
Installation  PPSD  Is  organized. 
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1-5.  SATELLITE  TOE  UNITS: 

A.  It  IS  desirable  for  each  PPSD  formed  from  a TOE  to 
maintain  its  organizational  Integrity  while  in  garrison  and  to 
pattern  its  operations  after  those  conducted  in  the  field.  This 
concept  minimizes  disruption  and  insures  continuity  of  action 
upon  deployment.  However,  funding  and  personnel  restrictions  may 
necessitate  that  category  I.  II,  and  III  units  be  satellited 
while  in  garrison  upon  a TDA  organized  PPSD.  Satelliting  of  a TOE 
unit  on  TDA  organized  PPSD  does  not  change  the  command  channels 
of  the  PPSD.  Support  provided  to  the  satellite  TOE  unit  will  be 
agreed  on  by  the  affecte'd  commands. 

B.  A commander  of  a TOE  unit  with  a PPSD  that  is  activated 
but  unfilled  will  receive  personnel  and/or  equipment  direction 
when  that  PPSD  is  organized. 

C.  A commander  of  a TOE  unit  with  an  activated  PPSD  that 
is  consolidated  with  a TDA  organized  PPSD  will  maintain  unit 
records  identifying  personnel  and/or  equipment  assigned  to  the 
consolidated  PPSD.  That  chapter  or  annex  of  the  tactical  SOP 
pertaining  to  personnel  and  pay  functions  will  be  augmented  to 
Identify  procedures  for  reassignment  and  control  of  the  activated 
PPSD  upon  deployment.  The  tactical  SOP  will  continue  to  reflect 
operational  concepts,  reports,  functions,  and  loading  plans 
(dependent  upon  policy)  of  the  activated  PPSD. 

1-6.  RESPONSIBILITIES  OF  FIELD  ELEMENTS  IMPUTING  TO  THE  PPSD: 

A.  General  Responsibilities  of  Originator.  These 
responsibilities  include  prompt  and  accurate  submission  of 
data/ documents  and  the  prompt  resolution  of  errors. 

b.  Specific  Responsibilities  of  Originator.  These 
responsibilities  include: 

1.  Unit  commanders.  Responsible  for  the  personnel 
management  functions  of  their  commands  as  directed  by  higher 
level  authority  and  for  preparation  of  Informal  personnel  and  pay 
Input  to  the  Personnel  Administration  Center  (PAC)  and  PPSD. 
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3.  PROG  - the  total  number  of  documents /records,  identified  to 
each  category,  processed  since  the  previous  report. 

4.  On  Hand  End  (OHE)  - the  total  number  of  documents/  records, 
identified  to  each  category  that  must  be  processed  on  a subsequent  day. 

The  OHB  plus  the  received  minus  the  processed  equals  the  OHE  (OHB  + REG  - 
PROG  - OHE). 

S.  Strength. 

a.  AUTH  - Identify  the  assigned  strength  to  the  organizational 
level  required  for  meaningful  analysis. 

b.  DUTY  - Identify  the  present  for  duty  strength  as  of  start 
of  this  day's  business.  Identification  will  be  to  the  same  level  shown  in 
paragraph  Sa  above. 

6.  Total  Hours  - these  manhours  represent  the  time  expended  by 
all  members  assigned,  attached  or  detailed  without  regard  to  position  (e. 
g.,  supervisor,  direct  worker  or  indirect  worker). 

a.  PROD  - identify  the^otal  productive  manhours  (supervisors, 
indirect  workers,  and  direct  workers Expended. 

b.  NON-P  - Insert  the  total  non-productive  manhours  (super- 
visors, indirect  workers,  and  direct  workers)  that  are  chargeable  to  leave 
or  to  duty  in  the  areas  outside  the  PPSD. 

G.  Aging  of  the  workload  is  a direct  responsibility  of  each  super- 
visor in  the  chain  of  comoiand.  The  workload  with  one  exception  will  be 
processed  on  a flrst-ln/ first-out  basis.  That  exception  represents  workload 
identified  by  supervisory  personnel  as  requiring  expeditious  handling.  The 
G,  PPSD  may  identify  certain  actions  that  will  continually  require  expeditious 
processing.  In  some  instances,  aging  is  Implied  in  preparation  of  the  DAR. 

Two  examples  are  entries  to  record  the  status  of  DJOULs  and  the  status  of 
block  tickets  (BT) . 
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2-3.  DAILY  ACTIVITY  REPORT  - PPRS  (Appendix  E). 

A.  The  PPRS  Is  subdivided  Into  records  sections  and 
records  teams.  Each  section  team  chief  will  provide  Input 

for  that  portion  of  this  DAR  that  pertains  to  his  sectloi^team. 

Each  coluin  Is  outlined  In  paragraph  2-2B,  above.  Entries  to 
each  column  will  be  generated  by  a physical  Inventory  by  category 
of  documents  received,  processed,  and  on-hand  end  of  the  work 
day.  The  remarks  part  of  the  DAR  will  be  used  to  Identify  docu- 
ments not  processed  within  one  day  after  receipt. 

B.  The  following  Indicate  specific  Instructions  for 
completion  of  the  PPRS  DAR. 

1.  PPRS  BQj 

a.  Other  Transmittal  Letters  (e.g. , from  Housing 
Laundry,  Post  Exchange)  are  accounted  for  on  the  Other  Trans- 
mittal Letter  Log.  Coltan  completion  Is  outlined  In  paragraph 
2-2B  above,  with  the  coltasn  "PROC”  referring  to  those  trans- 
mittal letters  from  which  all  documents  have  been  distributed. 

b.  The  accounting  process  for  "IDCATOR"  Is 
accomplished  by  a physical  count  of  documents /cards  received 
and  processed. 

2.  Records  Section: 

a.  "RECORDS"  with  subcategories  "MPRJ"  and  "PFR", 
refers  to  the  total  number  of  records  received  and  processed 

by  the  Records  Section.  Column  completion  Is  outlined  In  para- 
graph 2-2B,  above.  "REC"  refers  to  all  records  obtained  frem 
the  Itecords  Team  and  all  records  retumed/forwarded  from  other 
PPSD  branches.  This  Information  Is  available  on  the  BT  Control 
Log  maintained  by  the  Record  Section.  "PROC"  refers  to  all 
records  returned  to  the  Records  Team. 

b.  "DOCUMENTS"  refers  to  all  documents  received 
and  processed  by  the  Records  Section.  Column  completion  Is  out- 
lined In  paragraph  2-2B  above.  The  documents  will  be  subcategorlxed 
Into  "file"  and  "action"  documents,  with  further  subcategorization 
as  Indicated  for  all  action  documents.  "PROC"  for  file  docu- 
ments refers  to  those  blocked  and  released. to  other  PPSD  branches. 
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c.  "RECYCLE  ACT  DOCS"  beginning  balance  Is 
determined  by  an  actual  physical  counting  of  documents  In  the 
recycle  file.  "REC"  refers  to  those  documents  placed  In  the 
recycle  file  and  "PROC"  refers  to  those  documents  removed  from 
the  file  and  reblocked. 

d.  "LOANED  RECORDS"  refers  to  all  records  loaned 
outside  the  PPSD.  "REC"  will  be  requests  received;  "PROC",  will 
be  requests  processed.  On  hand  balances  are  determined  as  In- 
dicated In  paragraph  2-2B,  above. 

3.  Records  Team: 

a.  "RECORDS"  refers  to  all  records  filed  and 
pulled,  with  on  hand  balances  determined  as  Indicated  In  the 
paragraph  2-2B,  above.  "REC"  refers  to  those  records  obtained 
from  the  Records  Section  and  "PROC"  refers  to  those  filed  and 
pulled  as  required. 

b.  "FILE  ONLY  DOCS"  refers  to  the  actual  physical 
count  of  file  documents  received  and  processed.  "PROC"  Is  those 
documents  appropriately  filed  In  the  respMlve  records,  with 

on  hand  balances  determined  as  Indicated  In  the  paragraph  2-2B, 
above. 


4.  BLOCK  TICKETS  (Aging  by  Days).  This  portion  Is 
used  to  show  aging  by  low  and  high  number  BT.  Low  Number  BTs 
are  to  be  processed  In  five  work  days.  Suspense  for  High  Number 
BTs  Is  determined  based  on  category  by  the  C,  PPSD. 

2-4.  DAILY  ACTIVITY  REPORT  - PMS  (Appendix  E):  Because  of 
the  similarity  In  accounting  for  records  and  documents,  the 
PMS  DAR  Is  prepared  as  outlined  In  paragraph  2-2B,  above. 

Other  entries  on  the  report  which  are  unique  to  the  PMS  will 
be  obtained  from  physical  counting. 

2-5.  Deleted . 

2-6.  DAILY  ACTIVITY  REPORT  - AAS  (Appendix  E):  This  DAR  Is 
prepared  In  the  same  manner  as  outlined  In  paragraph  2-2B,  above. 


FIGURE  3-2,  PPSD  ORGANIZATION*  TWO  TEAMS  PER  SECTION 
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1.  Reviews  personnel  and  pay  records  to  Insure  that  they  are 
accurately  maintained. 


■i 

i 


2.  Reviews  corrective  action  taken  as  result  of  finance  and 
military  personnel  assistance  visits. 


3.  Verifies  that  updates  of  personnel  and  pay  automated  records  | 

are  promptly  and  correctly  prepared  and  transi^tted.  j 

4.  Verifies  that  actions  taken  to  resolve  all  Individual  In-  | 

qulrles  (In  person,  written,  or  telephonic)  are  responsive.  ^ 


1 


5.  Insures  that  the  SIDPERS  and  JUMPS  data  bases  are  reconciled 
semiannually  to  assure  that  the  Interface  In  not  being  bypassed. 


6.  Determines  that  disbursement  vouchers  are  acOurate  and  properly 

substantiated.  ^ 

7.  Verifies  that  necessary  corrective  actions  are  promptly  and 
correctly  taken  to  resolve  errors  appearing  upon  SIDPERS  and  JUMPS  error 
listing. 

8.  Conducts  In-house  validation  of  operating  procedures  and 
present  necessary  technical  training  or  clarification  of  procedures  to 
personnel  assigned  to  PPSD. 

9.  Consolidates  DAR  for  C,  PPSD. 

D.  Administrative  Section.  This  section  Is  responsible  for  fur- 
nishing administrative  service  to  the  entire  PPSD.  Functions  of  this  section 
Include: 

1.  Receipt  and  distribution  of  incoming  mall  for  Individuals. 

2.  Preparation  of  outgoing  nonroutine  correspondence  for  mailing. 

3.  Maintenance  of  central  files  of  correspondence/documents 
not  retained  by  the  operating  elements  of  the  PPSD. 

4.  Maintenance  of  central  library  of  regulating  and  guidance 
documents  required  to  operate  the  PPSD. 

5.  Requisition,  storage  and  Issue  of  supplies  and  forms. 


I 
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6.  Maintenance  of  records  and  preparation  of  reports 
pertaining  to  civilian  personnel.  If  any. 

7.  Preparation  of  reports  of  operations  or  other  reports 
that  pertain  to  the  PPSD  as  an  element. 

E.  Personnel  Services  Branch  (PSB).  The  PSB  exercises  total 
managerial  responsibility  for  planning,  organizing,  operating  and  con- 
trolling the  branch  ope,ratlons  and  resources  In  support  of  military 
pay  and  military  personnel  functions  performed  by  the  Personnel  and 
Pay  Records  Section  (PPRS) , Personnel  Management  Section  (PMS) , and  the 
Actions  and  Affairs  Section  (AAS)  of  the  PSB. 

E. l.  PPRS.  The  PPRS  Is  responsible  for: 

1.  The  control  and  maintenance  of  personnel  and  pay  reocrds 
of  assigned  and  attached  personnel. 

2.  The  control,  distribution  and  timely  processing  of  all 
Incoming  documents  (except  UTL,  DA  3815,  and  their  respective  contents; 
and  DA  2445  correspondence). 

3.  The  control  and  distribution  of  all  Internally  generated 
and  outgoing  documents  (except  SIDPERS  output). 

4.  Centralized  JUMPS  locator  maintenance. 

5.  The  accounting  and  Processing  of  all  OTLs  received  by  the 

PPSD. 

6.  Conduct  of  ongoing  POR  checks  within  the  Division  as  required. 

F.  Records  Section.  This  section  Is  responsible  for  controlling, 
receiving  and  dispatching  all  Incoming  and  outgoing  documents  and  data  forms 
except  UTLs,  DA  Form  3815,  and  DA  Form  2445.  Functions  of  this  section 
Include : 


1.  Receives  and  data  stamps,  as  appropriate,  documents  and 
correspondence  entering  the  PPSD. 

2.  Routes  Incoming  action,  file,  and  Information  documents  to 
appropriate  subelements. 

3.  Forwards  all  output  documents,  correspondence,  and  reports 
going  outside  the  PPRS,  except  SIDPERS  output. 

4.  Insures  UTLs  and  contents  are  received  sequentially  from  the 

SQIB. 


5.  Prepares  BT  and  maintains  related  control  and  suspense  logs. 
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6.  Aaaigutand  accounts,  for  BT  numbers  furnished  to  other 
branches  and  sections. 


Is  current. 


7.  Maintains  the  Recycle  Suspense  File  and  Insures  that  it 


8.  Follows  up  on  BT  with  records  to  Insure  that  records  are 
out-o£-£lle  £or  onle  3 work  days  and  to  Insure  that  these  BT  are  processed 
within  5 days. 

9.  Follows  up  on  loaned . records  to  insure  that  they  are 
not  loaned  £or  more  than  3 work  days. 

10.  Follows  up  on  BT  with  actions  (no  records)  to  insure 
they  are  processed  with  the  suspense  established  by  C,  PPSD. 

G.  Records  Team.  The  record  team  is  responsible  £or  the 
maintenance  o£  the  personnel  and  the  pay  Field  record.  Functions 
per Formed  are: 

1.  Maintains  the  team  File. 

2.  Prepares  amd  maintains  a charge  out  record  For  each  PFR 
aod  MPRJ  the  PPSD  is  responsible  For. 

3.  Files  nonaction  Forms  and  documents  into  and  purges 
documents  From  the  Field  records. 


4.  Compares  in-£lle  suspense  copies  with  entries  on  LES  and 
IdentlFies  discrepancies  to  the  Control  Section. 

5.  Idsures  that  LES  are  Filed  in  a timely  manner. 

6.  Maintains  File  Only  Recycle  Suspense  File  and  Insures 
that  it  is  current. 

7.  Charges  out  and  Files  PFRs  and  MPRJs. 

8.  Maintains  an  access  roster  For  the  Files  area  and 
insures  that  only  personnel  on  the  access  roster  are  allowed  into 
the  files  area. 

9.  Insures  that  the  files  area  is  rbysically  secure  when 


that  the  chaxta  out  records  are  propocly 
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11.  Verifies  entries  on  new  Incoming  DA  Form  2 to  data 
on  the  existing  form  2 In  file  and  notifies  record  section  of  dis- 
crepancies requiring  blocking  of  the  MFRJ  to  an  action  branch. 

12.  Files  Incoming  DA  Form  2. 

13.  Processes  pay  options. 

14.  Processes  pay  entitlement  documents. 

15.  Processes  collections  and  dedication  documents,  less 
pay  adjustments  documents. 

16.  Processes  dependency  and  administrative,  changes. ■ 

17.  Resolves  errors  detected  by  USAFAC,  which  are  monitored 
by  the  SQIB. 

18.  Files  documents  In  and  purges  documents  from  the 
records,  when  required  as  a part  of  the  action  being  processed. 

19.  Processes  SIDPERS  data  base  changes  as  required. 

20.  Verifies  Information  recorded  on  monthly  and  supplemental 
SIDPERS  reports  and  prepares  submission  of  mlsslng/erroneous  data. 

21.  Resolves  all  PPSD  PTROs  which  are  monitored  by  the  SQIB. 

22.  Monitors  personnel  suspense  actions  as  required. 

23.  Researches  advisory  messages. 

24.  Posts  manual  changes  to  DA  Form  2-1. 

25.  Resolves  DA  reconciliation  rosters. 

26.  Conducts  annual  enlisted  record  reviews. 

H.  FMS.  This  section  basically  performs  the  same  functions  as 
the  PMB  In  a CCMPACT/PSD  and  as  outlined  In  DA  Fam  600-8  series. 

The  following  Is  a list  to  Include  but  not  limited  to  the  functions 
performed  by  PMS. 

1.  Determine  and  adjust  local  MOS  shortages  and  overages. 

2.  Submit  personnel  requisitions  In  response  to  approved 
personnel  authorization  documents. 
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3.  Monitor  utilization  of  personnel. 

4.  Monitor  proficiency  pay  programs. 

5.  Monitor  tK)S  strength  and  statistical  information  as 

required. 

6.  Prepare  DAR  for  PMS. 

7.  Maintain  BT  control  within  PMS. 

8.  Administer  Army  personnel  testing. 

1 9.  Administer  Skill  Qualification  Testing. 

10.  Administer  Army  surveys. 

11.  Process  Intra-unlt  assignments  and  reassignments. 

12.  Request  port  call  instructions. 

13.  Process  CAP  HI  assignment  instructions  lAH  DA  Pam  600-8-10. 

14.  Conduct  oversehs  replacement  processing  as  prescribed 
in  procedure  3-24,  DA  Pam  600-8. 

15.  Monitor  military  sponsor  program. 

16.  Perform  classification  and  reclassification  actions 
pertaining  to  military  personnel. 

17.  Administer  the  officer  and  enlisted  evaluation  system. 

18.  Process  applications  for  schooling,  training,  assignments, 
reassignments  and  details. 

19.  Process  promotions  of  assigned  personnel. 

20.  Monitor  promotion  board  results. 

21.  Monitor  surplus  reporting. 

22.  Process  requests  for  extension  or  curtailment  of 
current  service  tour. 

23.  Conduct  officer  record  reviews. 
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24.  Process  officer  HA  applications. 

25.  Process  officer  VZ  applications. 

26.  Process  officer  retirements. 

27.  Process  officer  REFRADS. 

28.  Process  officer  Branch  Transfer  requests,  and  details 
for  commissioned  officers. 

I.  AAS.  This  branch  basically  performs  the  same  functions  as  the 
AAS  In  a COMPACT  and  as  outlined  in  DA  Pam  600  series.  The  following 
is  a list  to  Include  but  not  limited  to  the  functions  performed  by  AAS. 

1.  Process  enllstment/reenllstment. 

2.  Process  casualty  reporting. 

3.  Process  line  of  duty  Investigations. 

4.  Review  and  expedite  board  actions. 

5.  Process  awards  and  decorations. 

6.  Process  enlisted  release  from  active  duty.  To  Include 
processing  administrative  type  and  elimination  discharges;  dependency 

or  hardship  separations  for  EM;  retirements,  early  separations  to  attend 
school  and  other  early  out  programs  plus  scheduling  the  appropriate 
physical  exams;  extenslon/declination  of  AD  for  reserve  personnel; 
orientating  retired  SM  on  entitlements  and  benefits;  and  counseling 
career  personnel  on  retirement  programs  and  referral. 

7.  Process  compassionate  reasslgnments. 

8.  Process  correspondences  related  to  naturalization  and 
citizenship  of  military  personnel  and  dependents. 

9.  Administer  and  assist  In  the  survivor  assistance  program. 

10.  Process  applications  and  subsequent  correspondence  for 
USMA,  OCS,  and  W/0  Initial  appointments. 

11.  Process  non  CONUS  and  emergency  leaves. 


12.  Process  nsme,  SSN  and  birth  date  changes. 
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13.  Administer  the  S6LI  program,  voting,  counseling,  the 
Army  Retirement  Service,  and  REFERRAL. 

14.  Process  locally  generated  QMP  actions. 

15.  Prepare  DAR. 

J.  CSB.  The  CSB  Is  composed  of  Inquiry,  In  and  Out  Processing 
(I/OP),  Travel,  and  Separation  Section  when  applicable.  The  CSB  Is 
responsible  for: 

1.  Insuring  all  Individuals  supported  by  the  PPSD  receive 
complete  one-stop  personnel  and  pay  service. 

2.  Providing  assistance  regarding  all  types  of  pay  or 
personnel  related  Inquiries. 

3.  In  and  Out  processing  all  Individuals  assigned  or 
attached  to  the  organization. 

4.  Determining  pay  and  travel  entitlements. 

5.  Implementing  Internal  managcaMnt  prsctlces  and  policies. 

K.  Inquiry  Section.  This  section  Is  responsible  for  processing 
all  personal,  telephonic,  and  written  Inquiries.  Functions  performed 
are: 


1.  Serves  as  the  primary  point  of  contact  for  customers  sad 
provides  one-stop  service  for  military  pay  and  military  personnel 
Inquiries. 

2.  Schedules  and  controls  customers'  appointments. 

3.  Performs  those  types  of  non-annual  record  review  actions 
which  require  an  Interview  with  service  menber. 

4.  Answers  all  visitors'  Inquiries  of  a general  nature. 

5.  Obtains  customers'  PFR/MPRJ  or  assistance  of  functional 
expert  when  responding  to  unusual  or  complicated  problems. 

6.  Routes  action  documents  that  are  initiated  by  custoizer 
during  his  Inquiry. 

7.  Processes  all  valid  emergency  or  miscellaneous  type  pay 
actions  when  individual  makes  request  in  person. 


ii 
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8.  Processes  pay  adjustments  to  Include  maintaining  Pay 
Adjustment  Log. 

9.  Controls  and  Issues  Identification  and  privilege  cards 
to  military  personnel;  also  processes  requests  for  replacement  of  ID 
cards . 

10.  Prepares  required  section  feeder  reports. 

11.  Performs  necessary  data  conversion  coding  and  records 
posting  for  actions  completed. 

12.  Certifies  entitlements  for  those  transactions  specified 
by  PPSD  supervisor. 

13.  Process  re-enllstment  vouchers,  and  makes  SIDPERS  Input. 

14.  Provides  general  type  Information  and  referral  service 
for  retired  and  reserve. 

15.  Processes  dependent  ID  card  applications. 

L.  In  and  Out  Processing  (I/OP)  Setctlon.  Primary  responsibility 
of  this  section  Is  to  assure,  that  data  contained  vlthln  the  MPRJ  and  the 
PFR  of  the  arriving  and  departing  assigned/attached  Individuals  are 
correct  and  In  agreement.  Functions  assigned  to  this  section  are: 

1.  Conducts  necessary  In  and  out  processing  Interviews. 

2.  Assures  that  all  field  records  being  Inprocsssed  and 
outprocessed  are  cos^lete. 

3.  Prepares  and  processes  docvents  pertaining  to  local  pay- 
ments and  to  pay  related  actions,  when  Initiated  during  in  or  out  processing. 

4.  Completes  required  checklists. 

5.  Prepares  a JUMPS  locator  card  as  soon  after  SM's  arrival 
at>  possible. 

6.  Prepares  necessary  correspondence  pertaining  to  arrivals 
without  records. 

7.  Maintains  necessary  files  and  logs  for  letters  of 
transmission. 

8.  Performs  necessary  data  conversion  coding  and  records 
posting  for  In  and  out  processing  actions  completed. 


1-3-16 


•ffV! 


BDE  TM  TEST  SUEPLEMEMT 


9.  Assures  that  orders  and  processing  doctnents  are  In 
agreement  with  contents  of  PFR/MP8J. 

10.  Prepares  required  feeder  reports. 

11.  Initiates  local  security  validation  action  for  incoming 

personnel. 

12.  Relays  local  policies  to  new  arrivals. 

13.  Initiates  temporary  records  when  necessary. 

14.  Forwards  health  and  dental  records  to  MEDDAC. 

15.  Schedules  PCS  and  ETS  appointments. 

16.  Certifies  entitlements  for  disbursement  as  specified  by 
PPSD  supervisor. 

17.  Prepares  records  and  related  documents  for  transfer. 

18.  Reconciles  SIDPERS/JUHPS  data  bases  utilising  DA  Form 
AISS-R,  during  processing.  Prepares  necessary  correction  documents. 

19. . Initiates  notification  to  AAB  for  required  verification 
of  security  classification. 

20.  Prepares  necessary  Input  for  SIDPERS  and  JUMPS  update. 

21.  Reviews  Individual's  eligibility  for  separation. 

22.  Conducts  preprocessing  actions  less  audits  lAW  AR  635-10 
for  separation. 

N.  Travel  Section.  Functions  performed  by  this  section. are  the 
same  as  those  performed  by  the  Travel  Section  of  a finance  company  for 
military  personnel.  Those  functions  are  as  follows: 

1.  Prepares,  examines,  computes,  and  verifies  military  vouchers 
pertaining  to  Individual  travel  (PCS/TDT),  dependent  travel,  trailer 
allowance,  and  dislocation  allowance. 

2.  Initiates  and  maintains  record  of  travel  payment. 

3.  Computes  days  delayed  in  route  that  are  chargeable  as 

leave. 
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4.  CoBputea  estimated  travel  costs  for  commitment  purposes. 

5.  Prepares  required  section  reports. 

6.  Performs  necessary  data  conversion  coding  for  actions  com- 
pleted. 

N.  Separation  Section.  Not  applicable  for  TDE  Division. 

O.  SQIB.  This  branch  is  organized  Into  Audit,  Transaction  Edit, 
Data  Base  management,  and  Input/Output  Control  Sections.  This  branch 

is  responsible  for  assuring  that  the  automated  personnel  and  pay  systems 
are  updated  with  accurate  Information.  The  following  functions  are 
Identified  to  each  section: 

P.  TES.  The  TES  is  responsible  for  reviewing  PPSD  generated 
actions/traasactlons  that  flow  through  the  SQIB  to  Insure  the  appropriate 
action  was  taken  ard  properly  posted.  These  reviews  Include: 

1.  Performing  an  edit  lAW  AR  37-101-1  and  AR  37-104-3  for 
JUMPS  -Army  transactions,  and  verifying  that  hard  copy  documents  are 
correctly  posted.  Particular  attention  should  be  paid  to  Inprocessing 
BT  to  insure  necessary  actions  were  taken  by  the  I/OP  of  CSB.  A review 
of  the  CSB  Inprocessing  SOP  should  be  made  by  edit  clerks  to  enhance  their 
review  of  inprocessing  blocks. 

2.  Assigning  substantiating  document  numbers  and/or 
identifying  substantiating  documents  for  SIOPERS/JUMPS  Interface  trans- 
actions (so  the  I/OC  can  assign  the  SIDPERS  cycle  number  to  the 
substsntiatlng  document  number  once  the  transaction  has  processed 
through  the  the  SIDPERS  cycle. 

3.  Verifying  that  attached  transactions  are  In  agreement  with 
the  type  of  action  identified  by  the  BT. 

4.  Red-lining  errors  on  DA  Form  3684  (JUMPS  Army  Report  of 
Pay  Changes),  and  SIDPERS  key  punch  guide  forms  ./hen  corrections  are 
made  during  the  edit.  A clerk  error  critique  file  will  be  maintained 
for  both  JUMPS  and  SIDPERS  transactions.  The  procedures  to  be  followed 
are  outlined  in  AR-101-1.  A weekly  sunsary  of  errors  will  be  made  and 
the  red-lined  transactions  will  be  returned  to  the  appropriate  super- 
visors, One  copy  of  the  summairy  will  be  forwarded  to  the  QAS  for  analysis. 

5.  Insuring  all  SIDPERS  D73  transactions  generated  for  PPSD 
level  input  are  authorized  by  the  Chief,  SQIB  or  a designated  supervisor 
before  release  to  data  reduction.  The  SQIB  MCOIC  will  review  the  Error 
Deletions  Processed  Report  (P41)  to  Insure  that  no  unauthorized  D73 
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transactlona  proceaa.  All  D73  transactions  will  be  annotated  on  back 
of  card  and  on  the  Personnel  Transaction  Register  by  Originator  (PI 10  with 
justification. 

6.  Insuring  OA  Form  3684  for  casual  pay  collections  are 
accounted  for  separately. 

a.  A copy  of  all  paid  DA  Forms  2139  (Military  Fay  Voucher) 
attached  to  the  DD  Form  117  (Military  Pay  Voucher  Identification  and 
Certification  Sheet)  will  be  furnished  by  Disbursing  Branch/Section  to 
the  SQIB  control  clerk. 

b.  The  edit  clerk  will  edit  the  DA  Forms  3684  against 
the  DA  Dorms  2139  and  resolve  any  errors  In  corrdlnatlon  with  the 
Disbursing  and/or  the  CSB. 

1.  The  following  Is  the  categories  of  records  subject  to 
detailed  audits: 

a.  Random  selection  on  a periodic  basis. 

b.  Personnel  In-processing. 

c.  Individuals  schedule  for  separation  (PFR  and  MPRJ 
must  be  audited  90  days  before  separation).  This  also  Includes  the 
audit  of  expeditious  discharges. 

d.  Individuals  schedule  to  reellst. 

e.  Individuals  identified  by  CSB  that  have  complex  pay 
or  personnel  problems  which  appear  to  extend  over  a period  of  time. 

f.  Individuals  identified  by  commanders. 

g.  Individuals  who  request  a detailed  audit. 

r 2.  Audit  clerks  are  responsible  for  preparing  Input  and 
posting  records  for  changes  that  are  the  results  of  an  audit. 

R.  Data  Base  Management  Section. 

1.  Manages  the  overall  SIDPERS/ JUMPS  systems  at  the  division/ 
Installation  level,  and  conducts  and  monitors  the  command  SIDPERS  Infor- 
mation program. 

2.  Maintains  all  automated  files  and  records  (example:  AALOC, 
MOS  Master  Edit  File,  Authorized  Strength  File). 
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3.  Monitors  the  interface  between  SIDPERS  and  other 
automated  systoes  at  Installation/division  level  (SIDPERS/ JUMPS, 
SIDPERS/VTAADS). 

4.  Maintains  section  test  model  files  where  applicable. 

5.  Writes  and  maintains  SIRCUS  programs  (Standard  Information 
Retrieval  Cajiablllty  for  Users). 

6.  Serves  as  llason  between  the  PPSD  and  AUTODIN  terminals 
for  incoming  and  outgoing  SIDPERS  an^  JUMPS  AUTODIN. traffic. 

7.  Serves  as  a llason  between  PPSD  and  the  servicing  computer 
support  facility. 

8.  Responalble  for  unit  SIDPERS  training. 

9.  Follows  procedures  for  Data  Base  Management  lAW  the  DA 
Pamphlet  600-8-1  through  10. 

10.  Responsible  for  JUMPS-Army  Message  Control  Log. 

S.  The  I/O  Control  (I/OC)  Section. 

1.  Maintains  DA  Form  3815  Control  Logs,  DA  Form  31  Control 
Logs,  and  UTL  Control  Logs. 

2.  Receives  and  edits  all  unit  and  other  non-PPSD  SIDPERS  In- 
put prior  to  data  reduction. 

3.  Prepares  Deficiency  Letters  to  units  on  matters  pertaining 
to  DA  Form  3815,  UTL  and  DA  Form  31  control. 

4.  Collects  and  reviews  unit  and  PPSD  SIDPERS  input  prior 
to  the  SIDPERS  cycle. 

5.  Corrects  unit  level  SIDPERS  errors  In  conjunction  with 
the  SIDPERS  clerk. 

6.  Coordinates  with  SIDPERS  clerks  In  maintaining  accurate 
unit  personnel  accountability. 

7.  Edits  JUMPS  Input  In  data-reduced  format  prior  to  trans- 
mission to  USAFAC. 

8.  Responsible  for  data  reduction  of  SIDFERS  nad  JUMPS  In 
support  of  the  PPSD. 
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9.  Insures  that  all  SXOPERS  D73  transactions  generated  for 
unit  level  Input  are  authorized  by  the  Chief,  SQIB  or  a designated 
supervisor  before  release  for  data  reduction.  The  SQIB  NCOIC  will  review 
the  ERROR  Deletions  Processed  Report  (P41)  to  Insure  that  no  unauthorized 
D73  transactions  process.  All  D73  transactions  will  be  annotated  on 
back  of  card  and  on  Personnel  Transaction  Register  by  Originator  Pll) 
with  justification. 


10.  Responsible  for  breakdown  and  distribution  of  SIDPERS 
and  JUMPS  output. 


11.  Annotates  SIDPERS/JUMPS  Interface  substantiating 
documents  with  proper  substantiating  document  number. 


12.  Maintains  the  substantiating  document  file  and  forwards 
the  documents  to  USAFAC  each  processing  month. 


T.  Disbursing  Branch.  Functions  performed  by  this  branch  are  the 
same  as  those  assigned  to  the  Disbursing  Branch  of  a finance  company. 


1. 

2. 

3. 

4. 

5. 


Fays  properly  prepared  and  certified  vouchers. 

Prepares  and.  If  required,  makes  delivery  of  checks. 
Maintains  DAR. 

Prepares  payrolls  for  Class  A agents. 

Maintains  records  and  accounts  for  funds  as  identified  In 


AR  37-103. 


6.  Requisitions,  stores  and  issues  supplies,  equipment  and 
blank  forms  required  by  the  branch. 


7.  Prepares  cash  collection  vouchers. 
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CHAPTER  6‘ 

TENTATIVE  PERSONNEL  STAFFING  GUIDANCE 


6-1.  GENERAL 

A.  A PPSD  Is  formed  by  consolidating  a PSD/COMPACT  unit 
and  the  military  pay  functions  (to  include  military  travel 
function)  of  a FAO.  Personnel  staffing  of  the  PPSD,  however, 
is  not  simply  a transfer  of  individuals  and  their  related  tasks 
for  the  old  personnel  and  pay  elements.  The  consolidation  has 
established  controls  and  edits  that  are  new  to  the  personnel 
functions  and  has  also  resulted  in  a newly  structured  document 
work  flow.  For  example,  the  former  Personnel  Records  Branch 

is  dissolved  upon  consolidation  and  it's  functions  are  distributed 
among  the  PPRS  and  CSB,  while  its  personnel  are  distributed 
throughout  the  PPSD.  The  staffing  guide  in  Figure  6-2  represents 
a distribution  based  upon  a combination  of  traditional  staffing, 

DA  guidelines,  and  lessons  learned. 

B.  Development  and  approval  of  a Manpower  Authorization 
Criteria  (MACRIT)  before  preparation  of  a TOE  Involves  a detailed, 
complex  project  as  described  in  AR  570-2.  Accomplishment  of  a 
MACRIT  study  for  personnel  staffing  of  a PPSD  requires  the 
collection  and  analysis  of  historical  data  that  was  not  available 
at  the  time  this  manual  was  published.  Exact  TOE  authorizations 
can  not  be  developed  until  several  PPSDs  are  organized  and  a 
sufficient  broad  base  has  been  formed  to  obtain  MACRIT  data. 

6-2.  PROPOSED  DISTRIBUTION  OF  PERSONNEL  SPACES. 

Figure  6-1  contains  an  example  of  distribution  of  personnel 
spaces  In  the  PPSD,  supporting  17,000  troops. 
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PROPOSED 

PERSONNEL  STAFFING 
GUIDE  FOR  TOE  DIVISION  PPSDs 
SERVICING  17,000  SM* 

PARA  1^  DESCRIPTION  GR  BR  m 

01  COMPANY  RQ 

02  OFFICE  OF  AG 

03  ADMIN  SVCS  DIV 

04  RECREATION  SVCS  DIV 

05  POSTAL  DIV 

06  REPLACEMENT  DIV 

07  BAND 

08  PERS  & PAY  SVCS  DIV 


01 

CHIEF,  PPSD 

LTC 

44/41 

AG/FI 

1 

02 

DEPUTY  CHIEF,  PPSD 

MAJ 

41/44 

FI/AG 

1 

03 

PPSD  SERGEANT  MAJOR 

E9 

75Z5P 

NC 

1 

04 

SECRETARY-STENO 

E5 

71C2P 

1 

05 

DRAFTSMAN 

S4 

81E2P 

1 

PARA  TOTAL  5 

* This  proposed  staffing  guide  Is  designed  as  a workable  distribution 
of  the  total  number  of  stipervlsors,  direct  and  indirect  workers  for  the 
division  PPSD. 

Figure  6-1 
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PAKA 

09 


10 


11 


12 


M 

DESCRIPTION 

MOS 

BR 

STR 

ADMIN  SEC 

01 

ADMIN  SUPV 

E6 

71L3P 

NC 

1 

02 

CLERK  TYPIST/DISTRIBOTION 

E4 

71L1P 

2 

03 

SR  PERS  RCDS  SP 

E5 

75D2P 

1 

04 

SR  PAY  SP 

E5 

73C2P 

1 

05 

LT  VEHICLE  DRIVER 

E4 

64C2P 

1 

PARA  TOTAL 

6 

QUALITY  ASSURANCE  SECTION 

01 

SECTION  CHIEF 

E8 

73Z5P 

NC 

1 

02 

QUALITY  ASSURANCE  NCO 

E6 

73Z3P 

NC 

1 

03 

SR  PERS  RCDS  SP 

E5 

75D2P 

1 

04 

SR  PAY  SP 

E5 

73C2P 

1 

05 

CLERK  TYPIST 

E4 

71L1P 

1 

PARA  TOTAL 

5 

PERSONNEL  SERVICES  BEANCH 

01 

CHIEF 

MAJ 

41 

AG/FI 

1 

02 

ASST  CHIEF,  PSB 

CPT 

44 

FI/AG 

1 

03 

PERS  SVC  BR  NCO 

E8 

73C5P 

NC 

1 

04 

CLERK  TYPIST 

E5 

71L1P 

1 

PARA  TOTAL 

4 
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PARA  LN 

DESCRIPTION 

iros 

BR 

STR 

01 

CHIEF 

CPT 

42 

AG/FI 

1 

02 

ADMIN  SUPV 

E8 

71L5P 

NC 

1 

03 

CLERK  TYPIST/DISTRIBDTION 

E4 

71L1P 

3 

04 

PERS  RECORDS  SGT 

E6 

75D3P 

1 

05 

SR  PERS  RCDS  SP 

E5 

75D2P 

1 

06 

SR  PAY  SP 

E5 

;3C2P 

1 

07 

PERS  RCDS  SP 

E4 

75D1P 

3 

08 

PAY  SP 

E4 

73C1P 

3 

PARA  TOTAL 

14 

13 

RECORDS  SECTION  (3) 

01 

CHIEF 

LT 

44/42 

FI/AG 

3 

02 

PERSONNEL/FINANCE  SGT 

E7 

75Z/73C 

NC 

3 

03 

DISTRIBUTION  CLERK 

E5 

71L2P 

3 

04 

DISTRIBUTION  CLERK 

E4 

71L1P 

3 

PARA  TOTAL 

12 

14 

RECORDS  TEAM  (6) 

01 

TEAM  CHIEF 

E6 

75D/73C 

NC 

6 

02 

PERS/FI  RECORDS  SUPV 

E5 

73C/75D 

6 

03 

SR  RCDS  SP 

E5 

75D2P 

6 

04 

SR  PAY  SP 

E4 

73C1P 

18 

05 

PERS  RCDS 

E4 

75D1P 

30 

06 

PAY  SP 

E3 

73C1P 

12 

07 

PERS  RCDS  CLK 

E3 

75D1P 

12 

PARA  TOTAL  90 


i: 

I 


1-6-5 


DESCRIPTION 

MOS 

BR 

STR 

PERS  MOT  SECTION 

01 

SECTION  CHIEF 

CPT 

41A5P 

AG 

1 

02 

TEST  CONTROL  OFFICER 

ILT 

41A5P 

AG 

1 

03 

CH,  MOT  TM 

ILT 

41A5P 

AG 

1 

04 

READINESS  OFFICER 

ILT 

41A5P 

AG 

1 

05 

ASSIOtMENTS 

WO 

711A7 

AG 

1 

06 

CH.  OFF  SVC  TM 

WO 

711A7 

AG 

1 

07 

SR  PERS  SGT 

E8 

75Z4P 

NC 

1 

08 

SR  PERS  SGT 

E7 

75Z4P 

NC 

1 

09 

PERS  MGT  SUPV 

E6 

75E3P 

NC 

5 

10 

PERS  ACT  SGT 

E6 

75E3P 

NC 

1 

11 

PERS  MGT  SP 

E5 

75C2P 

11 

12 

PERS  ACT  SP 

E5 

75E2P 

2 

13 

PERS  MGT  SP 

E4 

75C1P 

25 

14 

PERS  ACT  SP 

E4 

75E1P 

3 

15 

CLERK  TYPIST 

E4 

7iLlP 

14 

PARA  TOTAL 

69 

ACTIONS/AFFAIRS  SECTION 

01 

CHIEF  AAS, 

WO 

711A7 

AG 

1 

02 

SR  PERS  SGT 

E7 

75Z4P 

NC 

1 

03 

PERS  ACT  SGT 

E6 

75E3P 

NC 

3 

04 

PERS  ACT  SP 

E5 

75B2P 

7 

05 

PERS  ACT  SP 

E4 

7SE1P 

17 

PABA  TOTAL 
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PAEA 

M 

DESCRIPTION 

17 

SYS  QUAL  INTERFACE  BR 

01 

BR  CHIEF 

CPT 

02 

PERSONNEL  OFFICER  ^ 

HO 

03 

SR  PERS(»INEL  SGT 

E8 

04 

SR  PERS  RCDS  SP 

E5 

18 

05 

CLERK  TYPIST 

PARA  TOTAL 

AUDIT  SECTION 

E4 

01 

SEC  CHIEF 

E6 

02 

SR  PAY  SP 

E5 

03 

SR  PERS  RCDS  SP 

E5 

04 

PAY  SP 

E4 

19 

05 

PERS  RCDS  SP 

PARA  TOTAL 

TRANS  EDIT  SECTION 

E4 

01 

SEC  CHIEF 

E7 

02 

FINANCE  SGT 

E6 

03 

SR  PAY  SP 

E5 

04 

SR  PERS  RCDS  SP 

E5 

05 

PAY  SP 

E4 

06 

PERS  RCDS  SP 

PARA  TOTAL 

E4 

MOS 

BR 

STR 

42 

AG 

1 

711 

AG 

1 

75Z4PW5 

NC 

1 

75D2PW5 

1 

71L1P 

1 

5 

73C4P 

NC 

1 

73C2P 

1 

75D2P 

1 

73C1P 

2 

75D1P 

2 

7 

73C4P 

NC 

1 

73C3P 

NC 

2 

73C2P 

2 

75D2P 

2 

73C1P 

4 

75D1P 

2 
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PARA  LM 

DESCRIPTION 

GR 

MOS 

M 

STR 

20 

DATA  BASE  MGT  SECTION 

01 

SEC  CHIEF 

E7 

75Z4PW5 

NC 

1 

02 

SR  PERS  RCDS  SOT 

E6 

75D3PW5 

NC 

3 

03 

PROGRAMMER  ANALYST 

E6 

74F3P 

1 

04 

PROGRAMMER  ANALYST 

E5 

74F2P 

1 

05 

SR  PERS  RCDS  SP 

E5 

75D2PW5 

1 

06 

DISTR  SP 

E4 

71L2P 

2 

07 

DISTR  CLK 

E3 

71L1P 

1 

PARA  TOTAL 

10 

21 

INPUT/OUTPUT  CONTROL  SECTION 

01 

SEC  CHIEF 

E7 

75Z4PW5 

NC 

1 

02 

SR  PERS  RCDS  SGT 

E6 

75D3PW5 

NC 

3 

03 

FINANCE  SGT 

E6 

73C4P 

NC 

1 

04 

DISTR  SP 

E5 

71L2P 

1 

05 

SR  PAY  SP 

E5 

73C2P 

1 

06 

COMPUTER  MACHINE  OP 

E5 

74D2P 

NC 

1 

07 

SR  PERS  RCDS  SGT 

E5 

75D2PW5 

NC 

1 

08 

SR  PERS  RCDS  SP 

E5 

75D2PW5 

5 

09 

DISTR  CLK 

E4 

71L1P 

2 

10 

PAY  SP 

E4 

73C1P 

2 

11 

CARD  PUNCH  OP 

E4 

74B1P 

3 

12 

PERS  RCDS  SP 

E4 

75D1PW5 

6 

13 

CARD  PUNCH  OP 

E3 

74B1P 

3 

14 

PERS  RCDS  SP 

E3 

75D1PW5 

1 

.3 

3 

I 


1 

I 


1 

i 
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M. 

DESCRIPTION 

GR 

MOS 

M 

STR 

CUSTOMER  SERVICE  BRANCH 

01 

BR  CHIEF 

CPT 

44 

FI 

1 

02 

SR  PERS  SGT 

E8 

75Z4P 

NC 

1 

03 

CLK  TYPIST 

E4 

71L1P 

1 

PARA  TOTAL 

3 

INQUIRY  SECTION 

01 

SEC  CHIEF 

E7 

73C4P 

NC 

1 

02 

INQUIRY  NCO 

E6 

71L4P 

NC 

1 

03 

SR  PAY  SP 

E5 

73C2P 

# 8 

04 

SR  PERS  RCDS  SP 

E5 

75D2P 

2 

05 

PAY  SP 

E4 

73C1P 

3 

06 

ID  SPECIALIST  ^ 

E5 

71L2P 

1 

07 

ID  ASSISTANT 

E4 

71L1P 

1 

PARA  TOTAL 

17 

IN/OUT  PROCESSING  SECTION 

INPROCESSING 

\ 

01 

PERS  SGT 

E7 

75Z4P 

NC 

1 

02 

FINANCE  SGT 

E6 

73C3P 

NC 

1 

03 

SR  PAY  SP 

E5 

73C2P 

1 

04 

SR  PERS  RCDS  SP 

E5 

75D2P 

2 

05 

PAY  SP 

E4 

73C2P 

4 

06 

PERS  RCDS  SP 

E4 

75D2P 

6 

OUTPROCESSING 
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i 


07 


SEC  CHIEF 


LT  41/44  AG/FI  1 
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PARA  1^ 

DESCRIPTION 

MDS 

IE 

STR 

08 

FINANCE  SGT 

•'6 

73C3P 

NC 

1 

09 

PERS  RCDS  SF 

E4 

75D1P 

5 

10 

CLERK  TYPIST 

E4 

71L1P 

1 

11 

SR  PAY  SP 

E5 

73C2P 

3 

12 

SR  PERS  RCDS  SP 

E5 

75D2P 

2 

PARA  TOTAL 

28 

25 

TRAVEL  SECTION 

01 

SEC  CHIEF 

E6 

73C3P 

NC 

1 

02 

TRAVEL  SP 

E5 

73C2P 

3 

03 

TRAVEL  ASST 

E4 

73C1P 

2 

PARA  TOTAL 

6 

26 

DISBURSING  BRANCH 

01 

BR  CHIEF 

LT 

44 

FI 

1 

02 

FINANCE  SGT 

E6 

73C3P 

NC 

1 

03 

DISBURSING  SP 

E5 

73C2P 

4 

PARA  TOTAL 

6 

PPSD  TOTAL 

360 

PERSONNEL  AND  PAY  RECORDS  SECTION  (PPRS) 

10>1.  GENERAL.  The  PPRS  Is  organized  Into  Records  Sections  and 
Records  Teams.  Individual  SOPs  are  prepared  for  unique  proce- 
dures not  Identified  In  existing  regulations  and  guidance.  Those 
SOPs  that  outline  document  flow  are  supported  by  flow  charts  In- 
cluded as  Annex  A to  this  chapter.  The  functions  and  responsi- 
bilities of  the  PPRB  are  outlined  In  Chapter  3 of  this  manual. 
Preparation  of  the  branch  OAR  Is  covered  In  paragraph  2-3,  this 
manual . 

10-2.  UTILIZATION  OF  EXISTING  REGULATIONS.  This  chapter  Is 
desi gned  to  supplement  existing  personnel  and  pay  regul a- 
tlons/ guidance  which  will  continue  to  be  used.  When  a conflict 
exists  between  the  manual  and  cited  references,  the  provisions  of 
this  manual  will  prevail. 


It, 
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10-3.  SOP  NUMBER  1.  RECORD  TEAM  FILING  PROCEDURES. 

i A.  General.  The  three  types  of  files  that  will  be  main- 

tained In  every  PPSO  are  Team  A-Z.  Sensitive  Record  File,  and 
Suspended  Records  File  (for  those  records  suspended  lAW  AR  600-31 
and/or  AR  37-104-3).  Some  PPSDs  may  have  additional  separate 
files  for  student  personnel:  Reserve  Component  personnel;  person- 
nel assigned  to  a PCF;  and  personnel  assigned  to  Nuclear  Surety 
positions.  In  ell  cases,  both  the  MPRJ  and  the  PFR  will  be  main- 
tained In  the  same  file  and  cross-referenced  In  the  Team  A-Z  file 
by  the  use  of  the  charge  out  records.  Records  maintained  In 
different  files  may  not  be  combined  on  the  same  BT. 

f B.  Team  A-Z  File. 

1.  The  records  of  personnel  will  be  filed  alphabetl- 
t cally  without  regard  to  unit,  grade,  or  personnel  status  In  this 

file  except  when  blocked,  loaned,  or  located  In  one  of  the  other 
files  discussed  below. 

Z.  The  Individual's  PFR  will  be  filed  Immediately 
behind  his  MPRJ  within  the  same  file  drawer  or  shelf. 

3.  Should  two  (or  more)  SM  have  the  same  name,  the 
records  will  be  filed  within  full  name  from  low  to  high  SSN  using 
the  entire  nine  digits.  For  example.  If  a PPSD  serviced  the 
following  five  SH,  their  records  would  be  filed  In  the  following 
order: 


SMITH,  JOHN  PETER 

897-5Z-5311 

MPRJ 

SMITH,  JOHN  PETER 

897-52-5311 

PFR 

SMITH,  JOHN  THOMAS 

341-87-6414 

MPRJ 

SMITH,  JOHN  THOMAS 

341-87-6414 

PFR 

SMITH,  JOHN  THOMAS 

518-91-3232 

MPRJ 

SMITH,  JOHN  THOMAS 

518-91-3232 

PFR 

SMITH,  JOHN  THOMAS 

841-37-1987 

MPRJ 

11-10-2 
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SMITH,  JOHN  THOMAS 

841-37-1987 

PFR 

SMITH,  JOHN  VICTOR 

131-14-8714 

MPRJ 

SMITH,  JOHN  VICTOR 

131-14-8714 

PFR 

4.  An  access  roster  will  be  maintained  In  the  Records 
Filing  Section.  Only  those  personnel  listed  on  this  roster  will 
be  allowed  access  to  the  A-Z  files. 


5.  During  those  times  that  the  A-Z  file  Is  unat- 
tended, the  files  area  will  be  secured. 

'C.  Sensitive  Records  File. 

1.  The  records  of  personnel  assigned  to  the  PPSD  and 
records  of  senior  personnel  deemed  to  be  sensitive  by  C,  PPSD 
will  be  filed  in  this  separately  maintained  A-Z  file. 

2.  Records  will  be  filed  in  a locked  container  unoer 
the  control  of  one  primary  and  one  alternate  person  designated  by 
C,  PPSD. 

3.  Records  will  be  filed  lAW  paragraph  10-3B  1,  2, 
and  3,  above. 

0.  Suspended  Records  File. 

1.  The  records  of  personnel  suspended  lAW  AR  600-31 
or  AR  37-104-3  will  be  filed  In  a separately  maintained  A-Z  file. 

2.  These  records  will  be  filed  in  a separate  locked 
container  under  the  control  of  one  primary  and  one  alternate 
person  designated  by  C,  PPSD. 

3.  Records  will  be  filed  lAW  paragraph  10-3B  1,  2, 
and  3,  above. 

E.  Additional  Files. 

1.  In  some  PPSDs,  additional  separate  files  may  be 
required  for  student  personnel,  personnel  assigned  to  a PCF, 
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Reserve  Components  personnel,  and  personnel  assigned  to  Nuclear 
Surety  positions.  A separate  file  may  be  maintained  for  person- 
nel In  each  of  the  categories  listed. 

2.  Each  file  will  be  maintained  In  a locked  container 
under  the  control  of  one  primary  and  one  alternate  person  desig- 
nated by  C,  PPSO. 

3.  Records  will  be  maintained  In  these  files  lAW 
paragraph  10-3  B 1,  2 and  3 above. 

F.  Charge  Out  Records. 

1.  A charge  out  record  will  have  the  SM's  full  name 
and  SSN  typed  or  neatly  printed  In  the  upper  left  corner.  The 
upper  right  corner  will  be  annotated  with  either  '‘M>RJ"  or  “PFR“ 
depending  on  the  type  of  record  being  prepared.  A properly 
completed  charge  out  record  will  be  maintained  for  each  record 
filed  In  the  PPSO. 

2.  In  addition,  records  that  are  filed  lAU  paragraph 
10-3  C,  0 or  E,  above  will  also  have  charge  out  records  In  the 
Team  A-Z  file  showing  which  file  the  record  Is  physically  being 
maintained  (e.g.,  records  maintained  in  the  Suspended  Records 
File  will  have  their  A-Z  charge  out  record  annotated  “Suspended 
Records" ) . 


i 


i 


: 

\ 

y 


I 


3.  When  records  are  out  of  a given  file,  the  charge 
out  record  will  be  placed  In  the  vertical  position  with  the  "out" 
vlilble.  When  a record  Is  In  file,  the  charge  out  record  will  be 
placed  in  the  horizontal  position  Inside  the  record  so  the  "out" 
will  not  be  visible. 

a.  When  a record  Is  out  on  a nonnal  block,  the 
charge  out  record  will  be  annotated  with  the  bT  number  and  the 
date  charged  out. 

b.  When  a record  is  out  on  loan,  the  charge  out 
record  will  be  annotated  with  the  words  "Loaned  Record,"  the  BT 
nunber,  and  the  date  charged  out. 
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1 

I 

■ ^ 

c.  When  a record  Is  blocked  to  CSB  for  out  | 

processing,  the  charge  out  record  will  be  annotated  with  the  | 

words  "Out  processing,"  the  BT  nuaber,  the  appointment  date,  and  | 

the  date  charged  out.  | 

d.  When  a record  returns  to  file,  the  last  I 

blocked  out  entry  will  be  lined  out  on  the  charge  out  record.  1 
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lU-4.  SOP  NUMBER  2.  DISTRIBUTION  BREAKDOWN.  | 

A.  General.  This  SOP  covers  the  responsibilities  of  the  j 

Records  Section.  The  Records  Section  Is  responsible  for  Initial  < 

processing  of  all  distribution  received  from  outside  the  PPSO  I 

with  the  exception  of  the  Initial  processing  of  the  UTL,  DA  Form 

2445,  OTLs,  and  the  entire  processing  of  the  DA  Form  3815  (ref 
Chapter  15,  this  manual).  This  SOP  is  supported  by  flow  chart 
contained  In  Annex  A to  this  chapter. 

B.  Date/Time  Stamp.  Oocunents  will  be  stamped.  If  appro- 
priate. A perforator  type  stamp  Is  desirable.  Care  must  be 
taken  not  to  date  stamp  all  docunents  (e.g.,  OERs,  SEERs,  EERs, 

NSF,  and  Information  documents). 

C.  Sorting  Categories.  Distribution  will  be  sorted  into 
the  following  categories:  Information  documents;  documents  to  be 
filed  in  the  MPRJ,  PFR,  or  both;  UTLs  and  contents;  requests  for 
loaned  records;  evaluation  reports;  actions  that  are  suspensed  by 

DA  Form  2445  (snowflake);  and  action  documents.  ^ 

1.  Information  Documents.  These  are  documents  that 
do  not  require  action.  A copy  of  this  type  of  docunent  is  not 
required  to  be  filed  In  either  the  MPRJ  and/or  PFR,  (e.g., 

SOLDIER  magazines,  regulations,  changes  to  regulations. 

Information  messages,  DA  pamphlets,  DA  circulars,  copies  of  ’ 

SIDPERS  output  that  are  used  as  reference  rather  than  action, 
dally/weekly  bulletins,  and  policy  letters.)  These  documents  are 
distributed  to  the  appropriate  branch  without  control. 

2.  Documents  to  be  filed  In  MPRJ,  PFR,  or  both. 

These  documents  are  required  to  be  filed  In  one  or  both  of  the 
records  and  may  not  require  additional  action  (e.g.,  letters  of 
commendations,  certificates  of  achievement,  and  some  copies  of  DA 
Form  41B7  after  unit  input  has  been  made).  These  documents  are 
processed  lAW  paragraph  10-5,  below. 

3.  UTLs  and  contents.  A UTL  is  used  by  units  (PACs 
under  the  CABL  concept)  to  forward  documentation  to  the  PPSD. 

Initial  processing  of  the  UTL  Is  accomplished  In  the  SQIB  and 

covered  In  Chapter  15.  The  Record  Section  will  receive  copy  3 of  i 

the  UTL  and  the  UTL  contents  from  the  SQIB.  The  UTL  and  contents  . 


I 1-10-6 


are  processed  lAU  paragraph  10-6,  below.  An  example  of  a UTL  Is 
shown  In  Appendix  E. 


4.  OTLs.  An  OIL  Is  used  to  forward  documentation  to 
the  PPSl)  from  an  element  other  than  a unit  (housing  office, 
laundry,  etc).  These  documents  are  processed  lAW  paragraph  10-7, 
below.  An  example  of  an  OTL  Is  shown  In  appendix  E. 

5.  Requests  for  loaned  records.  These  requests  are 
used  by  a unit  commander,  JAG,  etc.,  to  request  the  loan  of  a 
record  outside  the  PPSD.  A DA  Form  S43  Is  used  for  this  request 
and  processed  lAU  paragraph  10-B,  below. 

6.  Evaluation  reports.  Evaluation  reports  are 
normally  handcarried  directly  to  the  PMB  by  the  PSNCO  or  other 
staff  members.  Should  the  Record  Section  receive  any  evaluation 
reports,  they  will  be  handcarried  to  the  PMB. 

7.  Action  Documents.  An  action  document  requires  the 
PPSD  to  take  some  action  other  than  filing  In  either  the  MPRJ  or 
PFR  or  both  (allotment  changes,  requests  for  schooling,  flagging 
actions,  AEA  code  changes,  etc.).  These  documents  are  processed 
lAW  paragraph  lU-9,  below. 


I 
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10-b.  SOP  NUMBER  3.  PROCESSING  FILE  ONLY  DOCUMENTS. 

A.  General.  This  SOP  covers  the  processing  of  docMents 
to  be  filed  In  the  NPRJ,  PFR.  or  both  and  that  no  other  actions 
need  be  taken.  This  SOP  Is  supported  by  flow  charts  contained  In 
Annex  A to  this  chapter. 

The  Record  Section  Is  responsible  for  separating  these 
documents  and  placing  them  under  control. 

B.  Control  Actions. 

1.  AD  documents  to  be  filed  In  either  the  HPRJ,  PFR, 
or  both  tfID  be  reviewed  by  the  Record  Section  control  clerk 
before  being  forwarded  to  the  Records  Team. 

2.  The  Record  Section  control  clerk  wID  Identify  aD 
"file  only"  documents  as  either  Flle-MPRJ  or  Flle-PFR.  Should 
the  document  require  filing  In  both  records,  It  Is  the  Record 
Section's  responsibility  to  Insure  two  copies  of  the  document  are 
present  and  to  Identify  one  Flle-MPRJ  and  the  other  Flle-PFR. 

3.  The  Identified  documents  will  then  be  forwarded  to 
the  Records  Team  for  filing. 

C.  Records  Team  Filing  Actions. 

1.  If  the  appropriate  record  is  in  file,  documents 
will  be  filed  lAW  AR  640-10  for  "Flle-MPRJ"  documents,  and  AR 
37-104-3  for  "Flle-PFR"  documents. 

2.  If  the  appropriate  record  Is  not  in  file  and 
charge  out  record  Indicates  either  that  record  Is  on  a normal 
block  or  a loaned  record  block,  the  following  actions  will  be 
taken: 

a.  Place  document  In  File  Only  Recycle  Suspense 

File. 

b.  Purge  Recycle  Suspense  File  upon  return  of 

Records. 
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3.  If  the  appropriate  rjecord  is  not  in  file  and  the 
charge  out  record  indicates  that  the  record  is  in  the  outproces- 
sing  section  and  the  appointment  date  shown  on  the  Charge  Out 
Record  has  not  passed,  annotate  “CSB"  in  the  upper  right  hand 
corner  of  the  document.  Forward  the  document  to  Record  Section. 
Record  Section  will  forward  these  docunents  to  the  outprocessi ng 
section  of  CSB. 

4.  If  the  appropriate  record  is  not  in  file  and  the 
charge  out  record  indicates  that  the  record  is  in  the  Outproces- 
si ng  Section  and  the  appointment  date  shown  on  the  Charge  Out 
Record  has  passed,  the  document  will  be  annotated  “Locator”  in 
upper  right  corner.  These  documents  will  be  forwarded  to  the 
locator  element  of  the  pprs.  Procedures  for  these  documents  are 
covered  in  paragraph  10-13,  below. 

b.  If  the  appropriate  record  is  not  in  file  and  the 
charge  out  record  indicates  that  the  record  is  being  maintained 
in  another  file  (Suspended  Records  File,  Sensitive  Record  File, 
etc.),  the  document  will  be  annotated  in  the  upper  right  corner 
as  to  the  file  the  record  is  being  maintained.  These  documents 
will  then  be  forwarded  through  the  Record  Section  to  the  person 
responsible  for  the  m4intenance  of  those  files. 

6.  If  the  appropriate  record  is  not  in  file  and  there 
is  no  charge  out  record  in  file,  annotate  "Locator"  in  upper 
right  hand  corner  of  the  document  and  forward  to  locator  element 
of  the  PPRS.  Procedures  for  these  documents  are  covered  in 
paragraph  lU-13,  below. 
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lO-b.  SOP  NUMBER  4.  PROCESSING  UTL  AND  CONTENTS. 

A.  General.  The  SQIB  Is  responsible  for  the  Initial 
processing  of  the  UTL  and  Its  contents.  Once  the  SQIB  has 
completed  Its  portion  of  the  processing,  they  will  forward  the 
triplicate  copy  of  the  UTL  and  contents  to  the  appropriate  Record 
Section  of  theppRS.  The  SQIB  may  make  annotations  as  to  addi- 
tions and  deletions.  This  SOP  is  supported  by  flow  charts  con- 
tained In  Annex  A of  this  chapter. 

B.  Record  Section  Actions. 

1.  The  SQIB  will  forward  the  UTL  and  contents  to  the 
appropriate  Record  Section,  where  the  following  edits  will  be 
conducted: 


a.  Insure  the  UTL  Is  In  sequence  for  that  | 

unIt/PAC  by  comparing  with  the  UTL  file  for  that  unIt/PAC.  j 

b.  Insure  that  the  documents  shown  to  be  present  | 

on  the  face  of  the  UTL  are  Indeed  present.  1 

2.  Should  any  discrepancies  arise  during  edits,  the  I 

Record  Section  will  coordinate  with  the  SQIB  to  resolve  them.  ] 

3.  The  documents  of  the  UTL  will  then  be  separated  | 

and  processed  as  follows: 

a.  The  UTL  will  be  filed  sequentially  In  a file 
maintained  for  each  unIt/PAC. 

b.  Information  documents  will  be  forwarded  to  the 
appropriate  branch/ section  without  control. 

c.  File  only  documents  will  be  processed  lAU 
paragraph  10-6,  above. 

d.  Action  documents  will  be  processed  lAW 
paragraph  10-9,  below. 

e.  Requests  for  loaned  records  will  be  processed 
lAW  paragraph  10-b,  below. 
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10-7.  SOP  NUMBER  5.  RECORDS  SECTION  PROCESSING  OF  OTL's. 

A.  General.  OTL's  will  be  received  fron  the  PPRB 
headquarters.  The  pprs  headquarters  Is  responsible  for  Initial 
processing  of  an  OTL  as  Indicated  In  paragraph  10-15  below 

B.  Processing  OTL.  (See  Flow  Chart  In  Annex  A this 
chapter) 

1.  Upon  receipt  of  OTL  determine  If  OTL  Is  In 
numerical  sequence.  If  not  resolve  any  discrepancies  with  pprs 
headquarters. 

Z.  Determine  If  all  documents  shown  on  the  OTL  are  In 
fact  present. If  not  resolve  discrepancies  with  pprs  headquarters. 

3.  Separate  documents  Into  action  documents  and 
Recoro  Section  copy  of  OTL. 

4.  File  Record  Section  Copy  of  OTL  In  OTL  completed 

file. 

5.  Process  action  documents  lAU  paragraph  10-9  below. 
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10-8.  SOP  NUMBER  6.  PROCESSlMfa  REQUESTS  FOR  LOANED  RECORDS. 

A.  General.  A DA  Form  543,  Request  for  Records,  will  be 
prepared  for  every  record  requested  from  the  PPSO.  Tight  control 
procedures  and  follow  up  are  required  on  these  records  since  no 
actions  can  be  accomplished  for  that  SM  while  they  are  out  of 
file.  This  SOP  Is  supported  by  flow  charts  contained  In  Annex  A 
of  this  chapter. 

B.  Record  Section  Actions. 

1.  The  Record  Section  of  the  pprswIII  receive  all 
requests  for  records  to  be  loaned  outside  of  the  PPSD.  If  re- 
quest 1-s  not  on  a OA  Form  543,  Record  Section  control  clerk  will 
prepare  one  for  each  record  requested. 

2.  A BT  number  from  the  Record  Section  Control  Log 
will  be  assigned  to  each  DA  Form  543  and  annotated  on  that  form. 

The  Remarks  Section  of  the  RS  Control  Log  will  be  annotated 
"Loaned  Record."  (See  appendix  E for  an  example  of  the  RS 
Control  Log) 

3.  The  OA  Form  543  will  then  be  forwarded  to  the 
appropriate  Records  Team. 

C.  Records  Team  Actions.  The  Records  Team  clerk  will 
ascertain  If  the  record  Is  present  In  the  files. 

1.  If  record  is  present.  It  will  be  added  to  the  DA 
Form  543  and  the  charge  out  record  will  be  annotated  with  the  BT 
number,  the  words  "Loaned  Record",  and  the  Date  record  charged  to 
that  BT  number. 

2.  If  record  Is  not  present,  annotate  BT  nunber  to 
which  record  Is  charged  out  In  the  upper  right  corner  of  the  DA 

Form  543.  | 

i 

3.  Forward  DA  Form  543  and  record  or  annotated  DA 
Form  543  back  to  Record  Section. 
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0.  Record  Section  Action.  . 

1.  If  record  was  out  on  BT  the  clerk  will  notify 
requestor.  Clerk  will  ask  requestor  If  they  would  like  to  have 
request  recycled  or  the  record  at  a later  date. 

a.  If  requestor  wants  request  recycled.  Record 
Section  Control  clerk  will  take  the  following  actions: 

(1)  Close  out  log  entry  for  BT  number 
assigned  to  the  DA  Form  543. 

(2)  Place  DA  Form  543  In  recycle  suspense 
file.  (For  further  Information  on  processing  the  Recycle 
Suspense  File  see  paragraph  10-13,  below.) 

b.  When  requestor  wants  to  request  records  at 
later  date,  take  following  actions: 

(1)  Close  out  log  entry  fbr  BT  number 
assigned  to  DA  Form  543. 

(2)  Return  DA  Form  543  to  requestor. 

c.  When  record  Is  returned  to  Control  Section  on 
a returning  BT  and  a DA  Form  543  Is  In  the  Recycle  Suspense  File 
for  that  record,  the  clerk  will  take  the  following  actions: 

(1)  Returning  BT  will  be  closed  out  lAW 
paragraph  10-13,  below. 

(2)  f new  BT  number  will  be  assigned  to  the 

DA  Form  543. 

(3)  After  returning  from  the  Records  Filing 
Section,  record  and  DA  Form  543  will  be  handled  as  discussed  In 
the  next  paragraph. 

2.  If  record  Is  attached  to  the  DA  Form  543,  the 

clerk  will  take  the  following  actions:  ^ 

a.  Complete  remainder  of  DA  Form  543. 
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b.  Assign  a suspense  date  for  the  return  of  the 
record.  (Suspense  will  normally  be  3 work  days) 

c.  Forward  original  and  duplicate  DA  Form  543  and 
record  to  requestor. 

d.  File  copy  3 of  the  DA  Form  543  In  the  Loaned 
Records  Suspense  File. 

E.  Record  Sections  actions  after  return  of  a loaned 
record.  The  Record  Section  Control  clerk  will: 

1.  Match  returning  original  DA  Form  543  with  copy  3 
In  the  Loaned  Records  Suspense  File. 

2.  Sign  original  and  copy  3 of  DA  Form  543  for 

receipt. 

3.  Return  original  DA  Form  543  to  requestor  as  a 

receipt. 

4.  Copy  3 of  the  DA  Form  543  and  the  record  are 
handed  as  a returning  BT  and  records  (See  paragraph  10-13 
below). 

F.  Follow-up  on  loaned  records. 

1.  Loaned  Records  Suspense  File  will  be  reviewed 

dally. 

2.  When  records  are  overdue.  Its  clerk  will  contact 
requestor  to  return  records. 

3.  If  requestor  wants  a reasonable  extension,  grant 
It  and  reflle  DA  Form  543  by  new  suspense  date.  If  requestor 
wants  an  unreasonable  extension,  the  clerk  will  deny  extension. 

4.  After  the  third  request  for  return  of  the  records 
to  the  PPSO  the  clerk  will  notify  branch  chief  to  take  approp  i- 
ate  action. 
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10-9.  SOP  NUMBER  7.  PROCESSING  ACTION  DOCUMENTS. 

A.  General.  This  SOP  covers  the  processing  of  action 
documents  and  the  subsequent  processing  of  outgoing  BT.  This  SOP 
Is  supported  by  flow  charts  In  Annex  A. 

B.  Routing  Guide.  A detailed  routing  guide  Is  In  Annex  B 
to  this  chapter.  This  routing  guide  will  be  used  In  the  blocking 
of  actions  and  records  described  In  succeeding  paragraphs  of  this 
SOP. 

1.  Blocking  categories:  The  categories  of  S,  NS,  J, 
NJ,  and  SJ  will  be  used.  These  category  letters  are  used  to 
prefix  the  BT  number.  The  letters  stand  for: 

A.  S - SIDPERS  only  Input  (I.e.,  contains  action 
documents  that  will  result  In  SIDPERS  Input 
only). 

B.  NS  - Personnel  related  no  SIDPERS  Input  (I.e., 
contains  action  documents  related  to  personnel 
but  that  do  not  require  SIDPERS  Input). 

C.  J - JUMPS  only  Input  (I.e.,  contains  action 
documents  that  will  result  In  JUMPS  only 
Input). 

D.  NJ  - Finance  Related  no  JUMPS  Input  (I.e., 
contains  action  documents  related  to  Finance 
but  that  do  not  require  JUMPS  Input).  ■ 

E.  SJ  - SIDPERS/JUMPS  Input  (I.e.,  contains 
action  documents  that  will  result  In  Input  to 
both  SIDPERS  and  JUMPS). 

2.  Blocks.  In  addition  to  the  separations  by  type  of 
action  and  category,  BT  may  be  described  by  their  contents. 

a.  Blocks  with  actions  and  records  are  prepared 
and  Initially  routed  with  both  action  documents  and  records. 

These  BT  will  be  numbered  UUUl  to  a cut  off  point  determined  by 
C,  PPSU  (e.g.,  UOOl  - 7,999).  These  type  blocks  are  to  be  com- 
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pletely  processed  in  five  work  d^^ys.  The  time  for  the  record  out 
of  file  is  to  be  three  work  days.  This  time  is  measured  from  the 
date  the  BT  is  forwarded  from  the  RS  until  the  duplicate  BT  and 
record  returns. 


b.  Blocks  with  actions  only  are  prepared  and 
initially  routed  with  only  action  documents  (no  records).  These 
BT  will  be  numbered  from  the  cutoff  point  discussed  in  the  above 
paragraph  (e.g.,  8,000-9,999).  The  suspense  for  these  BT  depends 
upon  the  actions  on  the  blocks.  The  C,  PPSD  will  establish  and 
publish  suspenses  for  these  actions. 

c.  Blocks  with  records  only  will  be  initiated 
upon  a request- for  records  from  a given  branch/ section.  They 
will  contain  the  request  for  records  and  records  only.  These  BT 
will  be  numbered  as  described  in  paragraph  10-6  B 2a,  above. 

These  blocks  will  usually  have  actions  added  to  them  in  an  action 
branch  or  section.  Therefore,  these  blocks  are  to  be  completely 
processed  in  five  work  days.  The  time  for  the  record  out  of  file 
U to  be  three  work  days.  This  time  is  measured  from  the  date 
the  block  is  forwarded  from  the  UCRB  until  the  duplicate  BT  and 
record  returns. 


d.  Each  BT  number  prepared  will  indicate  which 
Records  Team  has  responsibility  for  the  record. 

C.  Additions  or  Deletions  to/from  BT. 

1.  Action  branch/ section.  Should  a action 
branch/section  wish  to  add  or  delete  an  action/record  to  a block, 
the  following  steps  must  be  taken: 

a.  Deletions,  annotate  the  remarks  sections  of 
the  BT  to  show:  "LAST  NAME,  FIRST  INITIAL,  LAST  FOUR  NUMERALS- OF 
SSN,  type  of  action,  removed  to  (place  new  BT  nunber)."  (e.g., 
Jones,  L.  9144,  promotion,  removed  to  6324.) 

b.  Additions,  annotate  the  remarks  section  of  the 
BT  to  show:  "LAST  NAME,  FIRST  INITIAL,  LAST  FOUR  NUMERALS  OF 
SSN,  type  of  action,  added  from  (place  original  BT  nunber)." 
(e.g.,  Jones,  L.  9144,  promotion,  added  from  8,918) 


J 

■j 
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2.  Record  Section  of  When  processing  outgoing 

blocks  in  the  Record  Section,  .the  addition/ deletion  process  for 
actions  may  be  abbreviated  (e.g.,  remarks  section  may  be  annotat- 
ed  "2  documents  to  Recycle  Suspense  File",  "4  docunents  to  locat- 
or", "3  documents  to  BT  843",  "3  documents  from  BT  1,868,"  etc.). 
These  annotations  must  be  accompanied  by  a corresponding  increase 
or  decrease  in  the  number  of  actions  in  block  11  of  the  BT. 

D.  Record  Section  Actions. 

1.  The  control  clerk  will  separate  action  documents 
into  types  using  the  Routing  Guide  (see  Annex  B). 

2.  Each  document  will  be  identified  with  "Action- 
MPRJ,"  Action-PFR"  or  "Action-MPRJ/PFR,"  as  applicable. 

3.  Separate  documents  into  individual  documents  and 
computer  listings. 

a.  Computer  listings. 

(1)  Listings  will  be  broken  down  into  pages. 

(2) .  Pages  will  be  grouped  fqr  blocking.  A 
block  may  be  made  up  of  as  few  as  one  page.  Pages  may  be  com- 
bined on  a BT  provided  the  total  number  of  records  on  the  BT  will 
not  exceed  20. 


b.  Individual  documents.  The  clerk  will: 

(1)  Break  large  groups  of  the  same  type  of 
documents  into  groups  of  not  more  than  20. 

(2)  Combine  small  groups  of  documents  into 
larger  groups  not  to  exceed  20,  provided  docunents  are: 

(a)  The  same  category  (S,  J,  NS,  NJ, 

SJ). 

(b)  To  the  same  action  branch. 

(c)  Require  the  same  record(s). 
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3.  Prepare  BT  in  duplicate. 

4.  When  the  routing  guide  indicates  that  records  are 
not  required,  the  clerk  will  take  the  following  actions: 

a.  Assign  next  sequential  nunber  to  the  BT  from 
the  second  set  of  numbers.  Two  sets  of  numbers  will  be  used. 

The  first  set  will  be  for  BT  with  records  and  the  second  set  for 
BT  without  records,  (e.g.,  the  first  set  could  be  1-7,999;  the 
second  set,  8,000-9,999.  The  break  point  between  the  two  sets 
will  be  determined  by  the  C,  PPSD  based  on  relative  volume  of 
each  of  these  two  types  of  BT.) 

b.  Assign  suspense  date  for  BT.  Suspense  date  in 
excess  of  five  work  days  may  be  assigned  to  BT  which  have  no  rec- 
ords. Suspenses  by  action  types  will  be  established  and  pub- 
lished by  C,  PPSD. 

c.  Specify  routing  to  action  branch  shown  in  the  i 

Routing  Guide.  ^ 

d.  Enter  type(s)  of  actions  in  lower  part  of  the 
BT.  The  number  will  be  the  ntmber  of  line  items  to  be  worked  on 
the  BT. 

e.  List  the  number  of  actions  on  the  BT. 

f.  Log  BT  out  to  action  branch. 

5.  If  according  to  the  routing  guide  records  are 
required,  the  clerk  will  take  the  following  actions: 

a.  Assign  next  sequential  number  to  the  BT  from 
the  first  set  of  numbers.  (See  paragraph  10-12  d(4)(a),  above, 
for  explanation  of  the  two  sets  of  numbers). 

b.  Specify  routing  per  routing  guide. 

c.  Identify  to  Records  Team  which  record  is  to  be 
pulled  for  the  BT. 


d.  Enter  type(s)  of  actions  in  lower  part  of  BT. 
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e.  List  ti^e  number  of  actions  on  the  BT. 

f.  Forward  BT  to  Records  Team. 

E.  Records  Team  Actions.  The  Records  Team  will  receive 
and  process  only  those  BTs  requiring  records.  The  records  clerk 
will  take  the  following  actions: 

1.  Check  A>Z  files.  If  records  are  In  file,  the 
records  clerk  will  take  the  following  actions: 

a.  Records  will  be  pulled  from  files  and  added  to 
BT. 

b.  The  BT  number  and  date  will  be  placed  on  the 
charge  out  record.  For  those  records  being  pulled  to  an  outpro- 
cessing  BT,  the  word  “outprocessing"  and  the  appointment  date 
will  also  be  annotated  on  the  charge  out  record. 

c.  The  charge  out  record  will  be  placed  in  the 
vertical  position,  "Uut"  up. 

d.  The  number  of  records  will  be  annotated  In  the 
actions  section  of  the  BT. 

2.  If  the  record  Is  not  In  file  and  there  Is  no 
charge  out  record,  the  cleric  will  enter  "NIF"  In  upper  left 
corner  of  document.  For  computer  listings,  enter  "no  record" 
adjacent  to  the  line  entry. 

3.  If  the  record  Is  not  In  file  and  the  charge  out 
record  shows  record  Is  on  a normal  block  or  a loaned  record 
block,  the  BT  number  the  record  Is  on  will  be  placed  In  the  upper 
right  corner  of  the  document  by  the  clerk.  For  computer  list- 
ings, the  BT  nunber  will  be  placed  adjacent  to  the  line  entry. 


11-10-19 


BDE  TEAM  TEST  SUPPLEMENT 


4.  If  the  record  Is  not  In  file  and  charge  out  record 
shows  record  on  an  outprocessing  block  and  appointment  date  has 
not  passed,  the  clerk  will  write  “CSB"  and  the  BT  number  in  the 
upper  right  corner  of  the  document.  For  computer  listings,  enter 
the  same  information  adjacent  to  the  line  entry.  If  appointment 
date  has  passed,  write  “Locator"  in  upper  right  corner  of  the 
document. 

5.  If  the  record  is  not  in  file  and  the  charge  out 
record  shows  record  to  be  in  one  of  the  other  files  maintained 
within  the  PPSD,  the  clerk  will  annotate  that  file  in  the  upper 
right  corner  of  the  document.  (“Suspended  Records  File", 
"Sensitive  Records  File",  etc.) 

6.  When  action  is  required  by  the  Records  Team  it 
will  be  accomplished  lAU  paragraph  lU-14  below. 

7.  When  action  is  required  by  an  Action  Branch  return 
BT  and  all  attached  documentation  to  Records  Section. 

F.  Record  Section  Actions. 

1.  Control  Section  clerk  will  receive  and  review  BT, 
records,  and  documents. 

2.  If  there  are  aqy  documents  marked  with  a BT  number 
in  the  upper  right  corner  or  computer  listings  with  BT  nunber 
adjacent  to  the  line  entry,  the  clerk  will  take  the  following 
actions: 

a.  The  number  of  this  type  of  document  (line 
entries)  will  be  subtracted  from  the  number  of  actions  shown  in 
the  Action  Section  of  the  BT  and  the  resulting  nunber  placed 
there. 

b.  The  Remarks  Section  of  the  BT  will  be 
annotated  "x  documents  to  Recycle  Suspense  File." 

c.  The  documents  will  be  filed  in  a Recycle 
Suspense  File.  For  computer  listings,  a copy  of  the  listing  must 
be  reproduced  for  each  line  item  to  be  placed  in  the  Recycle 
Suspense  File.  This  file  consists  of  action  documents  awaiting 
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the  return  of  records  currently  under  BT  control . The  documents 
are  filed  sequentially  by  the-  ntmber  reflected  In  the  upper  right 
corner  of  the  document.  The  clearing  of  this  file  Is  covered  In 
paragraph  10-10,  below.  This  file  will  be  reviewed  weekly  by  the 
Record  Section  supervisor  to  Insure  It  Is  current. 

3.  If  there  are  aqy  documents  marked  “Locator,"  the 
clerk  will  take  the  following  actions: 

a.  The  nunber  of  this  type  of  document  will  be 
subtracted  from  the  number  of  actions  shown  In  the  Action  Section 
of  the  BT,  and  the  resulting  number  placed  there. 

b.  The  Remarks  Section  of  the  BT  will  be  annotat- 
ed “x  documents  to  Locator." 

c.  These  documents  will  be  given  to  the  locator 
element  of  the  PPRB  and  processed  lAW  paragraph  lU-13,  below. 

4.  If  there  are  any  documents  marked  “CSB",  the  clerk 
will  take  the  following  actions  (no  action  required  for  those 
line  entries  marked  "CSB"  on  computer  listings): 

a.  The  nunber  of  this  type  of  document  will  be 
subtracted  from  the  number  of  actions  shown  In  the  Action  Section 
of  the  BT  and  the  resulting  number  placed  there. 

b.  The  Remarks  Section  of  tlie  BT  will  be  annotat- 
ed "x  documents  to  CSB." 

c.  A new  BT  will  be  prepared  In  duplicate.  These 
documents  will  be  attached  to  this  BT.  This  BT  will  be  treated 
as  a BT  having  actions  (no  records)  and  processed  lAW  paragraph 
lU-9  0 4a-f,  above. 

5.  If  there  are  any  documents  marked  showing  record 
to  be  maintained  In  a file  other  than  the  centralized  A-Z  file, 
the  clerk  will  take  the  following  actions  (no  actions  for  those 
line  entries  on  computer  listings  marked  showing  records  In 
another  file.  The  action  branch  section  receiving  the  listing 
will  be  responsible  for  Insuring  the  actions  are  completed  for 
those  SM  whose  records  are  maintained  In  a separate  file): 
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r a.  The  nunber  of  this  type  of  document  will  be 

subtracted  from  the  number  of  actions  shown  In  the  Action  Section 
of  the  bT  and  the  resulting  number  placed  there. 

b.  The  Remarks  Section  of  the  BT  will  be  annotat- 
ed "x  oocuments  to  (designated  f11e)(e.g.,  “x  documents  to  Sus- 
pended Records  File,"  "x  documents  to  Sensitive  Records  File".) 

c.  A new  BT  will  be  prepared  In  duplicate  for 
each  type  of  file  that  documents  must  be  processed.  The  docu- 
ments will  be  attached  to  this  BT.  This  BT  will  be  treated  as  a 
BT  having  action  (no  records)  and  processed  lAW  paragraph  10-9  0 
4 a-f,  above. 

6.  After  the  above  actions,  the  following  steps  will 
be  taken  by  the  clerk: 

a.  Complete  block  1 (date)  on  BT. 

b.  Assign  Suspense  date  (block  4)  on  BT. 

c.  Update  the  control  log  to  insure  ariy  new 
totals  agree  with  out  going  BT. 

d.  Log  BT  out  to  actions  branch/section. 
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SOP  NUMBER  U.  PROCESSING  RETURNING  DUPLICATE  BLOCK 
TICKETS  WITH  RECORK.  


A.  General.  This  SOP  covers  the  processing  of  returning 
duplicate  BT  with  records.  This  Is  one  of  three  ways  BTs  can  be 
returned  to  the  Record  Section.  The  other  two  methods  are  dis- 
cussed 1n  paragraphs  10-11  and  10-12,  below.  This  SOP  is  sup- 
ported by  flow  charts  In  Annex  A. 

B.  Record  Section  Actions.  The  clerk  will: 

1.  Review  BT  to  Insure  It  Is  correct.  If  not,  coor- 
dinate with  last  addressee  to  resolve  discrepancy. 

2.  Log  correct  BT  In  control  log. 

3.  Make  appropriate  distribution  on  outgoing 

documents. 

4.  File  locator  cards  from  outprocessing  (these  will 
be  annotated  active  deck  cards  that  were  pulled  when  records  were 
sent  to  outprocessing)  In  the  pprs temporary  locator  file  (AR  37- 
101-1). 

5.  Match  the  2d  copy  of  the  BT  and  records  against 
the  Recycle  Suspense  File. 

a.  If  there  are  any  actions  pending  the  return 
of  this  BT,  the  clerk  will  pull  actions  from  the  Recycle  Suspense 
File  and  prepare  a new  BT  for  that  action.  (Preparation  of  BT 
covered  In  paragraph  10-9,  above.) 
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b.  If  there  have  been  ahy  records  renoved  from 
this  BT  and  there  are  actions  pending  under  the  returning  BT 
nunber  for  those  removed  records,  the  clerk  Mill  erase  the  old  BT 
number  in  the  upper  right  corner  of  the  document.  In  pencil,  he 
will  write  the  BT  number  to  which  the  record  has  been  added  in 
its  place  and  refile  the  document  in  the  Recycle  Suspense  File  by 
the  new  BT  number. 

c.  If  there  have  been  ar\y  records  added  to  this 
BT,  match  the  olo  BT  number  (shown  in  the  Remarks  Section  of  the 
BT)  with  the  Recycle  Suspense  File.  If  there  are  ahy  actions 
pending  for  records  on  the  returning  BT  filed  under  the  old  BT 
number,  prepare  a new  BT  for  these  actions  or  add  these  actions 
to  the  BT  prepared  in  either  paragraph  10-10  b 6a2  or  10-10  B 
6b2(b),  above. 

d.  Separate  duplicate  BT  and  records  from  the 
new  BT  and  records/ actions  if  one  was  prepared. 

e.  Forward  duplicate  BT  and  records  to 
approppriate  records  team. 

f.  When  action  is  required  fcty  the  record  team, 
per  routing  guide,  on  the  new  BT,  forward  BT  and  records/actions 
to  appropriate  record  team  and  process  lAW  paragraph  below.  If 
action  is  required  by  an  action  branch  log  BT  out  to  action 
branch. 

C.  Records  Team  Actions.  Upon  the  receipt  of  these  BTs 
and  records,  the  Records  Team  Control  clerk  will  take  the  follow- 
ing actions: 

1.  Natch  the  BT  number  with  the  File  Only  Recycle 
Suspense  File. 

2.  If  there  are  any  file  documents  pending,  file 
them  lAU  AR  64U-10  for  MPRJ  and  AR  37-104-3  for  PFR. 

3.  If  there  have  been  any  actions  added  to  this  BT, 
match  the  old  BT  number  shown  in  the  Remarks  Section  of  the  BT 
with  the  File  Only  Recycle  Suspense  File.  If  there  are  any 
documents  pending  in  the  file  by  the  old  BT  nunber  for  which 
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records  are  returning  on  this  BT,  file  them  In  the  NPRJ  lAW  AR 
640-lU  and  In  the  PFR  lAW  37-1U4-3. 

4.  If  the  record  for  which  a file  dociawnt  filed  by 
this  returning  BT  nuaber  has  been  added  to  another  BT,  erase  the 
old  BT  nianber  shown  In  the  upper  right  corner  of  the  docuaent  and 
replace  that  nuaber  with  the  BT  nuaber  to  which  the  record  was 
added.  The  docuaent  will  then  be  placed  In  the  File  Only  Recycle 
Suspense  File. 


5.  After  the  above  actions  have  been  taken,  the 
docuaients  will  be  separated  and  processed  as  follows: 

a.  The  records  will  be  filed  In  the  A-Z  file. 
The  last  line  entry  will  be  crossed  off  the  charge  out  record. 
The  charge  out  record  will  be  placed  In  the  down  position  Inside 
the  record. 


b.  The  Remarks  Section  of  the  BT  will  be  re- 
viewed. Charge  out  records  will  be  updated  to  reflect  deletions 
to  other  BT. 

c.  The  duplicate  BT  will  be  forwarded  to  the 

Record  Section. 

b.  Record  Section  Actions. 

1.  The  Record  Section  will  match  the  duplicate  BT 
against  the  BT  Control  Log. 

2.  If  the  original  BT  has  already  returned,  the 
duplicate  will  be  destroyed. 

3.  If  the  original  has  not  returned,  the  duplicate 
will  be  filed  by  Its  number  In  the  BT  Suspense  File. 
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10-11.  SOP  NUMBER  9.  PROCESSING  RETURNING  ORIGINAL  BLOCK 

ncKETg: — 

A.  General.  This  SOP  covers  the  processing  of  returning 
original  BTs.  This  Is  one  of  three  ways  BTs  can  be  returned  to 
the  PPRB.  The  other  two  are  duplicate  BT  with  records  (paragraph 
10-10.  above)  and  original  and  duplicate  BT  (paragraph  10-12, 
below).  This  SOP  ^s  supported  by  flow  charts  contained  In  Annex 
A of  this  chapter. 

B,  Record  Section  Actions. 


1..  Record  Section  w111  receive  and  review  the 
original  BT.  If  the  BT  Is  Incorrect,  Record  Section  will 
coordinate  with  previous  addressee  to  resolve. 


2. 

control  log. 


Once  correct,  the  BT  will  be  logged  in  the  BT 


3.  The  BT  will  be  matched  against  the  duplicate  In 
the  BT  Suspense  File.  The  duplicate  will  be  destroyed  and  the 
original  filed  In  the  BT  Completed  File.  If  no  duplicate  BT  Is 
In  the  BT  Suspense  File,  then  just  file  the  original  BT  In  the  BT 
Completed  File. 


t 

>. 

[■ 


r 


BDE  TEAM  TEST  SUPPLEMENT 


lU-12.  SOP  NUMBER  10.  PROCESSING  RETURNING  ORIGINAL  AND 

PUPITCATE  BIDCk  TICKETS. 

A.  General . 

1.  This  SOP  covers  the  processing  of  returning 
original  and  duplicate  BTs  returning  together.  This  Is  one  of 
the  three  ways  BTs  can  be  returned  to  the  RS.  The  other  two 
are  duplicate  BTs  with  records  (para  10-10,  above)  and  original 
BTs  (para  10-11,  above). 

2.  Original  and  duplicate  BTs  will  return  together 
when  the  block  Is  returned  without  going  through  the  S()IB  (I.e., 
BT  without  automated  Input).  Examples  are: 

a.  After  record  review,  BTs  for  records  requests 
that  do  not  require  automated  Input. 

b.  BTs  that  were  Initially  processed  out  of  the 
PPRB  as  BT  with  actions  (no  records).  The  BT  Is  returned  If  all 
actions  were  deleted  from  the  action  BT  and  added  to  a records  BT 
or  all  actions  were  worked  without  records. 

c.  BTs  for  which  all  records  were  deleted  to  the 
outprocessing  service  member  and  no  automated  Input  was  required. 

B.  Record  Section  Actions. 

1.  Record  Section  will  receive  and  review  the  origi- 
nal and  duplicate  BT  along  with  any  accompanying  docunentatlon. 

If  the  BT  Is  Incorrect,  Record  Section  will  coordinate  with  the 
previous  addressee  to  resolve  any  olscrepancles. 

2.  Once  correct,  the  BT  will  be  logged  In  the  BT 

Control  Log. 

3.  If  there  are  any  documents  for  outgoing  distribu- 
tion, they  will  be  separated  and  appropriate  distribution  will  be 
made. 

4.  If  there  are  any  locator  cards  from  outproces- 
sing, they  will  be  separated  and  placed  In  the  temporary  locator 
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deck  by  the  locator  element  of  the  pprs.  (NOTE:  These  are 
annotated  active  locator  deck  cards  that  were  pulled  from  the 
locator  deck  when  records  were  requested  for  outprocessing. 
Outprocessing  will  have  annotated  these  cards  lAW  37-101-1  to 
show  new  Information  on  the  SM  and  returned  via  this  BT  to 
Control  Section.) 

5.  If  there  are  any  records,  the  BT  will  be 
processed  as  follows: 

a.  The  original  BT  will  be  filed  in  the  BT 

Completed  File. 

b.  The  duplicate  BT  and  records  will  be 
processed  as  outlirad  in  paragraph  lU-lU,  above. 

6.  If  there  are  no  records,  the  BTs  will  be 
processed  as  follows: 

a.  The  original  will  be  filed  in  the  BT 

Completed  File. 

b.  The  duplicate  will  processed  as  follows: 

(1)  If  records  have  not  been  removed  from 
the  BT,  the  duplicate  will  be  destroyed.  If  records  have  been 
removed,  the  BT  will  be  matched  with  the  Recycle  Suspense  File. 

(2)  If  documents  are  not  pending  for  the  BT 
In  the  Recycle  Suspense  File,  the  duplicate  will  be  forwarded  to 
Records  Team  where  it  will  be  processed  lAU  paragraph  lU-lOC, 
above. 


(3)  If  docuntents  are  pending  for  this  BT, 
the  clerk  will  take  the  following  actions: 

(a)  The  old  BT  number  shown  in  the 
upper  right  corner  of  the  document  will  be  erased.  The  nunber 
will  be  replaced  by  the  BT  nunber  to  which  the  record  was  deleted 
(This  will  be  shown  in  the  Remarks  Section  of  the  BT. ) This 
document  will  be  filed  by  the  new  BT  number  in  the  Recycle 
Suspense  File. 
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(b)  The  duplicate  of  the  BT  will  be 
forwarded  to  the  Records  Team. 

C.  Records  Team  Actions. 

1.  Records  Team  will  match  this  BT  to  the  File  Only 
Recycle  Suspense  File. 

2.  If  documents  are  not  pending,  the  charge  out 
records  will  be  updated  and  the  duplicate  BT  forwarded  to  Record 
Section.  Record  Section  will  process  lAW  paragraph  lO-lOD, 
above. 

3.  If  any  actions  are  pending,  the  BT  nunber  shown 
in  the  upper  right  corner  of  that  document  will  be  erased.  It 
will  be  replaced  with  the  BT  number  to  which  ttie  record  was  de- 
leted as  shown  in  the  Remarks  Section  of  this  BT.  The  charge  out 
records  will  then  be  updated  to  reflect  a11  records  deletions. 

a.  The  document  will  be  replaced  in  the  File. 
Only  Recycle  Suspense  File, 

b.  The  duplicate  BT  will  be  forwarded  to  Record 
Section  and  processed  lAW  paragraph  10-100,  above. 
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A.  General.  The  maintenance  of  the  Locator  File  Is  the 
responsibility  of  the  pprs  Hqs.  This  SOP  covers  the  processing 
of  documents  that  are  annotated  "locator"  by  the  Records  Team. 
Additionally,  this  SOP  outlines  the  procedures  for  handling  both 
action  and  file  documents  for  SM  who  have  either  PCSed  or  ETSed. 
This  SOP  Is  supported  by  flow  charts  contained  In  Annex  A to  this 
chapter. 

1.  Action  documents  will  be  forwarded  to  the  Record 
Section  on  top  of  the  BT  that  they  were  forwarded  Into  the 
Records  Team  area.  Record  Section  will  delete  these  actions  from 
the  BT.  The  BT  will  then  be  processed  lAW  paragraph  10-9  of  this 
chapter. 

2.  File  only  docunents  will  be  forwarded  to  the  pprs 
Hqs  where  they  will  be  given  to  the  locator  element. 

3.  The  Records  Team  will  have  marked  both  action  and 
file  documents  with  "NIF"  In  the  upper  right  corner  for  Identifi- 
cation. 

B.  Locator  Element  Actions'. 

1.  Locator  clerk  will  review  documents. 

2.  Locator  clerk  will  check  SIDPERS  Alpha  Roster  to 

ascertain  If  SM  Is  assigned  to  a unit  serviced  by  this  PPSD. 

3.  If  SM  Is  shown  by  Alpha  Roster  to  be  assigned, 

I the  following  actions  will  be  taken: 

I a.  Check  files  to  see  if  records  were  nflsflled. 

p 

[ b.  Search  PPSD  area  to  locate  records. 

[ c.  If  records  are  found,  take  the  following 

I actions: 
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necessary. 


(1)  Foi^  action  docunents: 

(a)  Prepare  charge  out  records.  If 


(b)  Records  Section  will  prepare  a BT 
to  the  action  branch  or  records  team. 

(c)  The  -BT  nimber  and  date  will  be 
annotated  on  charge  out  records. 

(d)  The  BT  will  be  logged  out  to  the 

action  branch. 


(e)  The  charge  out  records  will  be 
forwarded  to  Records  Team  where  they  will  be  placed  In  the  A-Z 
file. 


(2)  For  file  docunents: 

(a)  Prepare  charge  out  records,  If 

necessary. 

(b)  Forward  Record,  charge  out  record, 
and  document  to  Records  Team. 

(c)  Records  Team  will  file  document  In 
the  records  and  the  records  In  the  record  files. 

4.  If  SM  Is  not  shown  on  the  Alpha  Roster,  check 
Inactive  Locator  Deck. 

5.  If  SM  Is  not  shown  In  the  Inactive  Locator  Deck, 
take  the  following  actions: 

a.  Prepare  a DA  Form  3684  "ADM  LDC"  transaction. 

b.  Forward  the  original  DA  Form  3684  to  Data 
Reduction  In  the  SQIB. 

c.  File  the  duplicate  DA  Form  3684  In  LOG 

Suspense  File. 
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d.  Answer  to  LOG  will  be  received  via  DJUOL. 

e.  When  answer  Is  received,  dear  suspense  file 
and  destroy  duplicate  DA  Form  3bb4. 

f.  If  OJUOL  shows  no  record  of  SM,  destroy 

docunent. 

g.  If  DJUOL  shows  SM  being  serviced  by  another 
PPSD,  take  the  following  actions: 

(1)  Prepare  envelope,  address  to  servicing 

PPSD  shown  on  OJUOL. 

(2)  Forward  envelope  and  document  to 

addressee. 

h.  If  DJUOL  shows  SM  has  ETSed,  take  the 
following  actions: 

(1)  For  finance  docunents: 

(a)  If  an  entitlement  authorization  or 
a collection  action,  prepare  an  envelope  addressed  to  USAFAC. 
Hall  envelope  to  USAFAC. 


lb)  If  not  an  entitlement  authorization 
or  collection  document,  destroy  It. 

(2)  For  personnel  documents: 

(a)  If  a part  of  the  SH's  permanent 
record,  prepare  an  envelope  addressed  to  RCPAC,  St.  Louis.  Mall 
envelope  to  RCPAC,  St.  Louis. 

(b)  If  dociment  Is  not  to  be  a part  of 
the  permanent  record,  destroy  It. 

6.  If  document  Is  not  an  "Actlon-PFR"  oocunent, 
process  lAW  paragraph  10-13B  5b,  above. 
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7.  If  card  In  the  Inactive  locator  Is  not  temporary 
or  shows  SM  to  have  ETSed,  process  lAW  paragraph  10-13B  5f, 
above. 

U.  If  more  than  the  departure  processing  month  plus 
one  additional  processing  month  have  elapsed,  process  lAW  para- 
graph 10-136  5f,  above. 

9.  If  document  Is  an  "Actlon-PFR  docunent  and  the 
card  In  the  locator  deck  Is  a temporary  card  showing  SM  to  have 
PCSed  and  less  than  processing  month  of  departure  plus  one  pro- 
cessing month  have  elapsed,  take  the  following  actions: 


made. 


a.  Prepare  an  OF  41  indicating  that  Input  can  be 


b.  Record  Section  clerk  will  prepare  BT. 

c.  The  BT  docunent  and  OF  41  will  be  forwarded 
to  appropriate  Records  Team  for  action. 
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12.  ACTION  DOCUMENT  PROCESSING  BY  RECORD  TEAM 


A.  General.  This  SOP  Is  supported  by  flow  charts  contained 
In  Annex  A of  this  chapter.  This  SOP  outlines  the  procedures  to  be 
followed  to  accomplish  document  filing,  and  the  processing  of  SIDPERS 
and  JUMPS-type  transactions  by  the  Record  Team. 

B.  Record  Team  actions. 

1.  When  a BT  Is  received  from  the  Record  Section,  the 
Record  Team  will  determine  whether  there  are  any  file  only  documents 
In  suspense.  If  any,  the  file  only  dociiments  will  be  filed  In  the 
records  lAW  AR  37-104-3  or  AR  640-10. 

2.  NS,  S,  SJ,  J or  NJ  actions  will  be  received  by  the 
Records  Team  on  a Records  BT.  Upon  receipt,  the  appropriate  records 
will  be  withdrawn  from  the  file  (If  a record  Is  not  available,  annotate 
the  document  with  the  record  location  and  place  on  top  of  the  records 
which  were  available  for  the  Record  Section  to  subsequently  place 

the  documents  In  recycle  suspense)  and  processed  based  on  type  BT: 

a.  NS  or  S actions.  Process  the  actions  lAW  current 
regulations.  Blocks  which  contain  documents  which  require  SIDPERS  In- 
put Identified  In  Table  2-3,  AR  640-2-1,  will  be  forwarded  to  SQIB  for 
edit  with  supporting  documentation  and  applicable  records.  All  other 
S Input  will  be  forwarded  to  SQIB  with  supporting  documentation  only. 
Prepare  required  Indorsements  and  post  MPRJ.  Forward  all  documentation 
to  supervisor  for  review. 

b.  SJ  actions.  Prepare  SIDPERS  change  report  lAW 
DA  Pam  uOO-8-2.  Post  MPRJ  and  file  one  copy  of  action  documents 
on  left  side  of  PFR  above  suspense  divider.  Insure  data  bases 
(JUMPS/ SIDPERS)  are  reconciled.  Forward  all  documentation  to  super- 
visor for  review. 

c.  J or  NJ  actions.  Process  actions  lAW  current 
regulations.  If  DA  Form  3684  (Report  of  Pay  change)  Is  required,  pre- 
pare documentation  lAW  AR  37-104-3.  Post  PFR  as  required  and  forward 
all  documentation  to  supervisor  for  review. 

3.  Supervisor  reviews  action  and  resolves  any  dis- 
crepancies with  clerk.  When  action  does  not  require  SQIB  edit 
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the  records  will  be  returned  to  file  and  the  BT  with  other  documents 
will  be  returned  to  the  Record  Section.  Any  BT  which  has  documentation 
which  requires  SQIB  edit  will  be  forwarded  to  the  Record  Section  for 
processing. 
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10-15.  SOP  NUMBER  13.  PROCESSING  OTLs. 

A.  General.  Input  from  elements  other  than  units  or 
PACs  (housing,  laundry,  etc.)  must  forward  docunentatlon  to  the 
PPRS  on  a sequentially  nunbered  OTL.  This  SOP  Is  supported  by 
flow  charts  contained  In  Annex  A of  this  chapter. 

B.  Edits  and  Processing.  The  distribution  clerk 
will  make  the  following  edits: 

1.  Check  sequence  of  OTL. 

2.  Verify  Inclosures  to  OTL  to  insure  agreement  with 
Information  contained  on  the  OTL  Itself. 

3.  If  there  are  errors  that  the  distribution  clerk 
can  correct,  he  will  do  so.  If  errors  are  uncorrec table,  a DL 
will  be  prepared  lAW  paragraph  10-7,  above. 

4.  If  the  OTL  contains  a DL  from  a previous  OTL,  the 
clerk  will  Insure  that  errors  have  been  corrected. 

a.  If  errors  have  not  been  corrected,  a new  DL 
will  be  prepared  lAM  paragraph  iu-7c,  above. 


i b.  If  errors  have  been  corrected,  the  DL 

‘ Suspense  File  will  be  cleared. 

(1)  Match  the  original  DL  from  the  unit  with 
the  duplicate  contained  In  the  DL  Suspense  File. 

(2)  Destroy  the  duplicate  DL. 

(3)  File  the  original  DL  and  the  duplicate 
OTL  In  the  OTL  Completed  File. 

5.  With  exception  of  those  OTLs  that  a DL  must  be 
prepared,  the  following  actions  will  be  taken  after  edits: 

a.  Log  OTL  In  OTL  Log.  (See  appendix  E for  an 
example  of  an  OTL  and  the  OTL  Log) 
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b.  Sign  OTL. 

c.  Return  original  OTL  to  originating  element. 

d.  File  duplicate  OTL  In  OTL  completed  file. 

e.  Forward  all  documents  to  appropriate  Records 
Section  via  reproduced  copy  of  OTL. 

C.  OL  Processing.  If  errors  are  found  on  the  OTL  that 
are  uncorrectable  a OL  In  duplicate  must  be  prepared.  (An 
example  of  a OL  Is  shown  In  Appendix  E.) 

1.  The  OTL  Log  will  be  annotated  to  show  that  a OL 
was  prepared  for  the  OTL  number. 

2.  The  original  OL,  duplicate  OTL,  and  any  documents 
In  error  will  be  returned  to  the  originating  element. 

3.  The  OTL  will  be  annotated  to  show  those  documents 
that  are  correct  and  will  be  processed. 

4.  The  duplicate  DL  and  the  original  OTL  will  be 
filed  In  the  DL  Suspense  File. 

5.  The  correct  docunents  will  be  processed  lAW 
paragraph  10-7B  Se,  above. 
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10-16.  REFERENCES. 
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G.  A11  Points  Bulletins 


10-17.  ANNEXES. 


A.  Annex  A - Flow  Charts  (PPRS). 

B.  Annex  B - Routing  Guide 
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CHAPTER  11 

PERSONNEL  MANAGEMENT  SECTION  (PMS) 


11-1.  General. 

A.  Organizational  Structure.  The  PMB  organizational 
structure  remains  unchanged  under  the  COPPER  configuration. 

B.  Control  of  Documents.  Since  COPPER  Is  designed  to  be 
a controlled  environment,  all  action  documents  and  records  flow- 
ing In/out  of  PMS  will  be  controlled  by  a BT.  The  two  types  of 
BT  used  are: 

1.  Action  Document  BT.  Contains  action  documents 
only.  The  C,  PMS  will  coordinate  with  the  C,  PPRS  and  develop 
standard  suspense  periods  by  type  action.  These  BT  are  numbered 
as  described  In  paragraph  10-9,  this  manual. 

2.  Records  BT.  Contains  MPRJ  and/or  PFR  that  have 
been  requested  by  PMS  personnel.  The  suspense  data  Indicated  on 
the  BT  Is  established  by  the  PPRS. 

11-2.  UTILIZATION  OP  EXISTING  REGULATIONS.  This  chapter  Is  designed  to 
supplement  existing  personnel  and  pay  regular Ions /guidance  which  will 
continue  to  be  used.  When  a conflict  exists  between  this  manual  and  cited 
references,  the  provisions  of  this  manual  will  prevail. 

11-3.  SOP  NUMBER  1.  PMS. 

A.  Purpose.  The  purpose  of  this  SOP  is  to  prescribe  procedures 
that  Insure  document  control  In  PMS. 

B.  Policies. 

1.  The  PMS  DAR  will  be.  prepared  lAH  paragraph  2-11,  this  manual. 

2.  All  evaluation  reports  will  be  handcarrled  to  PMS. 

3.  SIDPERS  suspense  not:^ce  actions  for  PMS  will  be  accomplished 
lAH  steps  14  thru  17,  32  and  33,  procedure  4-32,  DA  Pam  600-8-2. 

C.  Operating  Procedures  - Document  Processing. 

1.  Incoming  BT  processing.  Upon  receipt  of  Incoming 
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BT  from  Record  Section,  Che  BT  control  clerk  will  (flow  chart,  page 
II-ll-Al); 

a.  Review  BT  and  associated  documentation  for  com- 
pleteness and  coordinate  with  previous  addressee  to  resolve  any 
discrepancies . 

b.  If  BT  contains  records  only,  log  In  BX  control  log 
and  forward  It  and  attached  documentation  to  the  personnel  management 
clerk  that  requested  the  records. 

c.  For  action  document  BT,  review  and  log  In  the 
BT  control  log  and  Chen  forward  to  appropriate  supervisor. 

2.  Processing  action  document  BT  (flow  chart,  page  II- 

H-A2). 

a.  Upon  receipt  of  an  action  document  BT,  the  section 
supervisor  must  review  and  distribute  BT  with  action  documents  to  the 
appropriate  clerk. 

b.  The  personnel  management  clerk  will: 

(1)  Submit  a written  request  to  the  appropriate 
Record  Section  for  actions  that  require  records. 

(2)  If  all  actions  require  records,  hold  the  action 
document  BT  until  receipt  of  records  BT,  then  follow  procedures  In 
paragraph  C3,  below;  If  all  actions  do  not  require  records,  continue 
processing. 

(3)  Process  those  actions  that  do  not  require 
records  lAW  existing  policies  and  procedures;  annotate  original  copy 
of  action  document  lAW  paragraph  11-3C6,  below,  to  show  that  actions 
were  completed. 

(4)  Forward  completed  actions  and  documentation 
to  supervisor  and  hold  original  BT  and  documentation  until  receipt 
of  requested  records, 

(5)  Upon  receipt  of  records  BT,  follow  procedures 
In  paragraph  11-3C6,  below. 

c.  Upon  receipt  of  completed  actions  the  supervisor 
will  Insure  completed  actions  are  correct  and  dispatch  completed 
actions  to  addressee. 

3.  Processing  records  BT  by  the  personnel  management 
clerk  (flow  chart  page  II-11-A4): 

a.  Upon  receipt  of  the  BT  containing  the  requested 
records,  match  the  records  with  the  associated  action  document  on  the 
action  document  BT. 
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b.  Delete  action  documents  from  action  document 
BT  and  add  to  records  BT  lAW  paragraph  11-3C5,  below. 

c.  Process  action  LAW  existing  policies  and  procedures. 

d.  If  a RFO  Is  required,  take  the  following  actions: 

(1)  Prepare  and  place  one  copy  In  MPRJ. 

(2)  Forward  remaining  copies  to  Orders  Section 
for  publication.  Hold  records  until  receipt  of  published  order. 

(3)  Upon  receipt  of  published  order,  match  order 
with  records  and  remove  RF. 

(4)  If  there  are  BT  with  records  past  due  the 
suspense  from  Record  Section,  notify  supervisor  Immediately.  Super- 
visor must  coordinate  with  appropriate  Record  Section  and  resolve 
the  BT  suspense. 


K 


(5)  If  there  are  actions  on  records  BT  that 
do  not  have  published  order,  locate  the  order  Immediately.  Upon 
receipt  of  order,  continue  processing. 

e.  If  a SIDPERS  change  repprt  Is  required,  prepare 
transaction  lAW  DA  Pam  600-8-2. 

f.  If  forwarding  Indorsements  are  required,  prepare 

Indorsements . 

g.  Forward  records  BT,  action  document  BT,  and  all 
associated  documentation  to  supervisor. 

h.  Supervisor  will  Insure  processed  actions  are 
correct  and  determine  If  all  actions  on  the  original  action  docu- 
ment BT  are  complete.  If  all  actions  have  been  deleted,  forward 
the  original  action  document  BT,  records  BT,  with  associated 
doctimentatlon  to  the  BT  control  clerk.  If  all  actions  are  not 
completed,  separate  action  document  BT  and  records  BT.  Forward 
records  BT  with  associated  documentation  to  the  BT  control  clerk. 
Take  the  action  document  BT  and  reprocess  following  procedures 
established  In  paragraph  11-3C2,  above. 

1.  BT  control  clerk  will  follow  procedures  In 
paragraph  11-3C4,  below. 

4.  BT  control  clerk  processing  procedures  for  out- 
going BT  (flow  chart  page  II-ll-A).  If  BT  contains  a SIDPERS 
change  report,  log  out  on  BT  control  log  to  SQIB;  If  It  does  not, 
log  out  to  the  appropriate  Record  Section. 
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5.  Evaluation  Report  Processing,  (flow  chart  page  II-ll-Bl) 

a.  Upon  receipt  of  a completed  evaluation  report 
the  personnel  management  clerk  will  process  the  report  lAW  applicable 
directives. 


I. 

I 


i, 

! 


i 

i 

i 

f 
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b.  After  processing  the  evaluation  report  the  personnel 
management  clerk  will  prepare  a notification  for  posting  (locally 
produced)  which  will  contain  all  the  Information  required  to  post 
the  MPRJ. 


c.  Upon  completing  this  section  all  documents  will  be  i 

forwarded  to  the  section  supervisor  for  review. 

d.  Supervisor  reviews  action  and  Insures  It  Is  correct. 

Once  correct  the  completed  reports  are  separated  from  the  notification 
for  posting  form.  The  completed  reports  are  then  mailed  to  applicable 
addressee.  The  notification  for  posting  Is  forwarded  to  the  BT 

control  clerk.  i 


e.  Upon  receipt  of  the  notification  for  posting  the  BT  | 

control  clerk  will  obtain  a BT  number  from  the  appropriate  records  I 

section,  process  lAW  paragraph  11-3C4  above.  | 

6.  Adding  and  deleting  actions/records  from  a BT. 

a.  Remove  the  actlon/record  from  the  original  BT  and 
attach  to  the  new  BT. 

b.  Annotate  the  Remarks  Section  of  the  original  BT  In 
the  following  matter:  "LAST  NAME,  FIRST,  INITIAL,  LAST  FOUR  of  SSN, 
type  action,  removed  to  (place  new  BT  number)." 

c.  Annotate  the  remarks  section  of  the  new  BT  as  follows: 

"LAST  NAME,  FIRST,  INITIAL.  LAST  FOUR  of  SSN,  type  action,  added  from 
(place  original  BT  number)." 

d.  If  It  Is  necessary  to  suspend  the  action  beyond 
existing  BT  suspenses.  Record  Section  will  be  notified  so  that 
appropriate  action  can  be  taken. 

11-4.  REFERENCES. 

A.  AR  640-2-1 

B.  AR  640-10 

C.  DA  Pam  600-8 
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3.  Written  Inquiries. 

. a.  Written  inquiries  are  received  from  a Record 
Section  under  BT  control  without  records.  When  the  BT  is  received, 
the  control  clerk  reviews  and  logs  the  BT  and  forwards  the  action 
to  an  inquiry  clerk.  If  the  BT  is  not  correct,  the  control  clerk 
resolves  the  discrepancy  with  the  Record  Section. 

b.  The  inquiry  clerk  reviews  the  inquiry  and  deter- 
mines whether  the  records  are  required.  For  actions  that  require 
records,  he  submits  a request  to  the  appropriate  Record  Section. 

For  those  actions  on  the  BT  that  can  be  processed  without  records, 
the  clerk  will  obtain  a preassigned  BT  number,  withdraw  those  actions 
that  can  be  processed,  annotate  the  original  BT  indicating  actions 
that  were  withdrawn,  and  process  actions  lAW  paragraph  13-3. C. 3c, 
below. 

c.  When  the  inquiry  clerk  receives  the  MPRJ/PFR, 
he  removes  the  actions  from  suspense  and  matches  them  with  the 
appropriate  records.  Actions  that  can  be  processed  are  added  to 
the  records  BT  and  deleted  from  the  action  BT.  He  processes  all 
actions  appearing  on  the  record  BT  lAW  paragraph  13-3.C.3d,  below, 
and  places  the  action  BT  with  unprocessed  actions  in  a suspense  file 
awaiting  receipt  of  records  (reft  para  13-3. C. 3b,  above).  The 
action  BT  is  returned  to  the  control  clerk  wh^n  all  actions  are  com- 
pleted. The  control  clerk  will  review  and  log  out  the  original  BT 
to  the  appropriate  Records  Section. 

d.  The  clerk  will  process  any  SIDPERS  input  lAW 
DA  Pam  600-8-2  and  post  the  MPRJ  lAW  AR  640-10.  He  will  process 
JUMPS  automated  input  lAW  AR  37-104-3  and  process  casual  payments 
lAW  AR  37-101-1  and  AR  37-104-3. 

e.  After  the  action  is  completed,  the  clerk  will 
complete  and  sign  Section  III  of  the  inquiry  form.  The  record  copy 
will  be  posted  in  the  recdrd.  The  block  will  then  be  forwarded 

to  the  supervisor  for  his  review  and  signature. 

f.  Following  the  supervisor's  review,  the  Inquiry 
clerk  will  determine  if  the  BT  contains  records.  If  there  are  no 
records,  the  BT  will  be  returned  with  the  SM's  copy  of  the  inquiry 
form  to  the  appropriate  Records  Section.  When  records  are  present 
on  the  BT,  and  no  actions  require  automated  input,  the  BT  will  be 
returned  with  the  SM's  copy  of  the  inquiry  form  to  the  appropriate 
Records  Section.  When  automated  input  is  required,  the  BT  will  be 
forwarded  with  the  records,  coded 
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Input,  and  the  SM's  copy  of  the  Inquiry  form  to  SQIB.  If  a casual 
payment  was  made,  the  clerk  will  direct  the  SM  to  disbursing  lAW 
local  SOP.  One  copy  of  all  Inquiry  forms  will  be  placed  in  an 
Inquiry  File  to  be  maintained  by  the  inquiry  supervisor. 

g.  The  Inquiry  File  will  be  summarized  and  re- 
viewed by  the  inquiry  supervisor.  Commanders  and  PPSD  branches 
are  notified  of  the  types  and  numbers  of  inquiries  in  order  that 
emphasis  can  be  placed  on  identified  problem  areas. 

4.  Procedure  for  deleting  actions/transactions  from  a 
BT.  The  supervisor  will  be  informed  when  an  act ion/ transaction 
must  be  deleted  from  a BT.  With  the  supervisor's  concurrence,  the 
clerk  will  remove  the  action/transaction  from  the  original  BT  and 
attach  the  action/transaction  to  an  existing  like  BT  (e.g.,  S,  J, 
S/J,  NS,  NJ  BT).  The  remarks  section  of  the  original  BT  will  be 
annotated  with  the  deletion  in  the  following  manner:  Last  name, 
first  initial,  last  four  of  SSN,  type  of  action,  removed  to  (new 
BT  number).  The  BT  to  which  the  action  or  transaction  is  added 
will  also  be  annotated  in  the  remarks  section  as  follows:  Last 
name,  first  initial,  last  four  of  SSN,  type  of  action,  added  to 
(original  BT  number).  In  the  event  that  a like  BT  does  not  exist 
to  accomplish  the  deletion  action,  or  it  is  deemed  necessary  to 
suspend  the  action  beyond  existing  BT  suspenses,  the  action  (with 
records  if  appropriate)  will  be  handcarried  to  the  DCRB  for  prep- 
aration of  a new  BT;  the  annotations  indicated  in  the  foregoing 
will  be  accomplished  as  stated. 

13-4.  SOP  NUMBER  2.  PROCESSING  A TRAVEL  ACTION. 

A.  Purpose:  The  purpose  of  this  SOP  is  to  define  policy 
and  prescribe  procedures  and  controls  to  be  followed  for  processing 
PCS  and  TDY  travel  vouchers  by  the  Travel  Section,  CSB.  Document/ 
data  fldw  is  shown  in  Annex  B to  this  chapter. 

B.  Policy:  Travel  vouchers  will  be  processed  as  expedi- 
tiously as  possible.  Other  policies  are  prescribed  in  the  JTR, 
applicable  finance  regulations,  and  model  SOPs  published  by  USAFAC 
in  All  Points  Bulletins. 
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view  all  actlona/docuBents  accomplished  during  Inprocessing.  If 
there  are  discrepancies,  he  will  direct  the  applicable  clerk  to 
make  corrections.  Upon  completion  of  supervisor  review,  all 
records/documents  will  be  forwarded  to  the  control  clerk  for 
disposition. 

h.  The  control  clerk  will  separate  records  and 
documents  by  action/destination  group  (e.g.,  charge-out  cards/ 
temporary  locator  cards,  transmittal  letters,  DFs  to  external 
elements,  records,  coded  Input,  checklists,  and  any  DFs  to  AAS/ 

FMS  for  action;  SIDPERS  TDR  cards/keypunch  guide  forms,  plus  one 
copy  of  PCS  orders  for  the  SQIB  analyst  to  suspend  arrivals). 

For  each  group  of  actions,  except  transmittal  letters  and  DFs, 
a separate  BT  number  will  be  obtained  and  a separate  BT  will  be  pre- 
pared. Transmittal  letters  and  DF  will  be  dispatched  separatly  to 
addressee. 

1.  The  control  clerk  will  review  and  log  out  all 
BTs.  Charge  out  records  and  temporary  locator  cards,  will  be  for- 
warded to  the  appropriate  Record  Section  for  disposition.  The 
records  and  associated  documents  plus  the  SIDPERS  TDR  and  SQIB 
analyst's  copy  of  PCS  order  will  be  forwarded  to  SQIB  for  disposition. 

2.  Procedure  for  deleting  actlons/transactlons  from  a 
BT  Is  outlined  In  paragraph  13-3QA*  above. 

13-7.  SOP  NUMBER  5.  OUTPROCESSING. 

A.  Purpose:  This  SOP  prescribes  guidance  for  the  admin- 
istrative processing  of  SM  being  reassigned  or  attached  to 
another  organization  not  serviced  by  this  PPSD.  Document/data 
flow  Is  shown  In  Annex  D to  this  chapter. 

B.  Policy: 

1.  All  records  (PFR/MPRJ)  will  be  reviewed  for 
completeness  and  accuracy  during  outprocesslng. 

2.  Action  will  be  taken  to  update  record  or  correct 
discrepancies . 

3.  Finance  and  personnel  checklists  and  associated 
forms  that  are  detailed  In  applicable  regulations  will  be  com- 
pleted during  the  SM/records  outprocesslng.  Required  forms  and 
procedures  will  not  be  repeated  In  this  SOP. 
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4.  The  Outprocessing  Section  will  receive  a copy  of  ■ 
each  SXDPERS  loss  and  suspense  roster.  Outprocessing  will  Identify 
SMs  who  are  due  for  normal  BTS.  The  Outprocessing  Section  will  con- 
duct all  preprocessing  actions,  less  audit,  of  the  MPRJ/PFR  that 
are  required  by  Appendix  D,  AR  635-10  and  step  12,  procedure  4-32, 

DA  Pam  600-8-2  for  suspense  roster. 

C.  Operating  Procedures: 

1.  Outprocessing.. 

a.  When  a PCS/separatlon  order  Is  received  by  the 
Outprocessing  Section,  the  clerk  will  contact  the  SM's  unit  to 
establish  an  appointment  date/time  for  outprocessing.  The  clerk 
will  then  annotate  the  orders  with  appointment  Information  and 
place  In  Appointment  Suspense  File  by  date.  He  will  also  annotate 
the  appointment  log  with  Information  required  by  local  SOP  for 
reference  purposes. 

b.  The  outprocessing  clerk  will  determine  whether 
a SIDPERS  Inquiry  DA  Form  2 Is  required  lAW  DA  Pam  600-8-9.  If 
required,  he  will  prepare  a MSF  to  request  an  Inquiry  DA  Form  2 
and  forward  that  request  to  the  control  clerk  to  BT  to  SQIB. 

c.  Approximately  five  to  seven  days  before  the 
appointment  date,  the  control  clerk  will  remove  the  annotated 
orders  from  the  suspense  file  and  use  those  orders  to  prepare  a 
records  request.  That  request  will  Identify  the  date  of  the  out- 
processing  appointment.  The  original  records  request  Is  sent  to 
the  appropriate  Records  Section  and  a copy  with  the  annotated  orders 
Is  placed  In  suspense  pending  receipt  from  the  Record  Section. 
Additionally,  the  outprocessing  clerk  will  obtain  the  Individual 
locator  card  from  PPRB. 

d.  When  the  records  request  Is  received  from  the 
Record  Section,  the  control  clerk  will  log  In  the  BT.  The  control 
clerk  will  compare  the  records  received  with  the  records  request  and 
determine  whether  any  records  are  missing.  If  records  are  missing, 
a new  records  request  will  be  prepared;  the  original  records  request 
Is  annotated  and  the  new  records  request  will  be  processed  LAW 
paragraph  13-7C.ic,  above.  The  records  and  locator  cards  that  were 
received  will  be  processed  by  merging  the  orders  from  suspense  file 
with  records  and  disposing  of  the  suspense  copy  of  the  records 
request  lAW  local  SOP.  The  control  clerk  will  annotate  the  BT  to 
show  that  all  records  and  locator  cards  were  withdrawn  for  out- 
processing.  The  control  clerk  will  separate  the  documents,  return 
the  BT  to  the  Record  Section,  and  forward  the 
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Annex  A,  Flow  chert.  Inquiry  Type  Actions  (Pare  13>3) 
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Annex  C,  Flow  chart.  Inprocessing  Actions  (Para  13-6) 
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AimAx  D,  F16W  chart,  Out  Processing  Actions  (Para  13-7) 
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(2)  TOR  blocks  will  be  forwarded  Co  I/OC 
Section  and  block  6 will  be  annotated  with  the  date.  There  will 
be  no  entries  In  blocks  3,  4,  and  5 for  these  type  blocks. 

(3)  All  other  BT  will  be  forwarded  to  the  TES 
and  block  3 of  Che  Control  Log  will  be  annotated. 

15-6.  SOP  NUMBER  4.  AUDIT  SECTION  PROCESSING  OF  AUDIT  BLOCKS. 

A.  General.  Audit  Section  will  request  records  from  the 
appropriate  Records  Section.  The  Record  Section  will  block  records 
through  Che  SQIB  to  the  Audit  Section.  In  all  audits,  both  records 
will  be  requested  and  common  data  compared.  Document /data  flow  Is 
shown  in  Annex  B. 

B.  Audit  Clerk  Actions. 

1.  Audit  Section  clerk  will  audit  records  using  reference 
publications,  and  other  guidance  as  prescribed  by  local  SOP's. 

2.  Should  errors  be  found,  Che  clerk  will  Initiate 
appropriate  actions.  This  action  will  Include  coding  of  required  SIDPERS 
and/or  JUMPS  Input  and  posting  of  records  as  appropriate. 

3.  Upon  completion  of  audit,  the  clerk  will  place  his  last 
name  In  Che  clerk  block  (block  7)  of  the  BT. 

4.  When  SIDPERS  and/or  JUMPS  coded  input  Is  prepared, 

Che  BT  will  be  forwarded  to  TES  for  action  as  required  by  paragraph 
15-7,  below. 

5.  If  Input  Is  not  prepared,  the  BT  and  attachments  will 
be  returned  to  the  SQIB  control  clerk. 

15-7.  SOP  NUMBER  5.  TES  PROCESSING  OF  BT. 


A.  General.  Blocks  will  be  forwarded  to  Che  TES  by  the  SQIB 
control  clerk.  The  TES  supervisor  will  assign  blocks  for  action  to  the 
edit  clerks.  Docunent/data  flow  Is  shown  In  Annex  B. 

B.  Policy.  -Blocks  which  contain  JUMPS  and  SIDPERS/ JUMPS  trans- 
actions will  be  edited  against  the  substantiating  dociaaentatlon  and 
applicable  record (s).  Blocks  which  contain  SIDPERS  transactions  Identi- 
fied In  table  2-3,  AR  640-2-1,  will  be  edited  against  the  supporting 
documentation  and  applicable  record(s).  All  other  SIDPERS  blocks  will 
be  edited  against  supporting  documentation  only. 

C.  Edit  Clerk  Actions. 

1.  When  Che  BT  is  an  Inprocessing  block,  the  clerk  will 
Cake  the  following  actions: 
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a.  Complete  SQIB  portion  of  Inprocessing  Checklist 
and  post  required  copies  to  the  records. 

b.  Review  the  Suspense  Checklist  to  Insure  correctness. 
The  original  will  be  posted  In  the  actions  pending  portion  of  the 
MPRJ  and  the  duplicate  forwarded  to  the  TES  supervisor.  At  least 
once  a day,  these  checklists  will  be  forwarded  to  the  appropriate 
action  branch. 

c.  Further  processing  Is  as  follows: 

2.  If  the  BT  contains  error  listings  (l.e.,  DJOUL,  JMCOL, 

PTRO,  UPAM),  It  will  be  processed  lAW  paragraph  15-17,  below  and 
the  remainder  of  this  paragraph. 

3.  The  clerk  will  edit  transaction  against  source  document. 
Clerk  will  Insure  that  DA  Forms  2 and  2-1  are  posted,  that  action 
Is  lAW  appropriate  regulatory  guidance,  and  the  required  supporting 
documentation  Is  posted  In  the  appropriate  record. 

4.  When  the  transaction  Is  Incorrect  and  the  clerk  cannot 
correct  It,  he  will  coordinate  with  the  action  branch  to  establish 
the  proper  transaction.  Once  the  transaction  Is  corrected  the  clerk 
will  take  the  following  actions: 

a.  For  DA  Form  3684s  (JUMPS-Army  Report  of  Pay  Change) 
the  correction  will  be  made  In  red  on  the  original  and  duplicate. 

The  form  will  be  known  as  a red  lined  DA  Form  3684. 

b.  For  transactions  on  a key  punch  guide  form,  the  line 
entry  In  error  will  be  corrected  by  annotating  In  red.  This  document 
will  be  referred  to  as  a red  lined  keypunch  form. 

c.  For  MSF  the  data  In  error  will  be  erased  and  recorded. 
Short  explanation  will  be  annotated  In  colored  portion  of  the  form. 
This  will  be  known  as  a red  line  MSF. 

5.  When  the  transaction  requires  a substantiating  document,  the 
clerk  will  take  the  following  actions: 

a.  On  DA  Form  3684. 

(1)  A substantiating  document  number  will  be  assigned 
from  the  Substantiating  Document  Control  Log  lAW  AR  37-104-3. 
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(2.)  The  doctsnent,  to  include  the  copy  filed 
In  the  PER,  will  be  annotated  "Substantiating  Document"  and  the 
other  data  required  by  paragraph  90702,  AR  37-104-3  will  be  anno- 
tated on  the  document. 

(3)  The  document  number  will  be  coded  on  the 

DA  Form  3684. 
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b.  Fdr  transactions  on  a MSF,  that  via  the 
SIDPERS/ JUMPS  Interface  will  produce  a JUMPS  by-product  card,  the 
clerk  will  annotate  the  document  "Substantiating  Document"  and 
attach  It  to  the  BT.  The  duplicate  copy  filed  In  the  PFR  will 
also  be  stamped.  No  further  action  will  be  taken  on  these  docu- 
ments at  this  time.  The  Interface  will  assign  the  document  number 
and  1/OC  Section  will  place  the  number  on  the  USAFAC  copy  of  the 
the  document  after  SIDPERS  processing. 

c.  The  total  number  of  substantiating  documents  on 
a given  block  will  be  annotated  In  block  17  of  the  BT. 

6.  The  edit  clerk  will  enter  the  number  of  cards  to  be 
produced  during  data  reduction  In  block  16  of  the  BT. 

7.  Once  above  actions  are  completed,  the  edit  clerk 

will  annotate  the  clerk  block  (block  number  7)  of  the  BT  with  his 

last  name  and  forward  the  BT  to  the  SQIB  control  clerk. 

» 

15-8.  SOP  NUMBER  6.  PROCESSING  BT  AFTER  EDIT  OR  AUDIT. 

A.  General.  This  SOP  outlines  actions  of  the  SQIB 
control  clerk  In  processing  BT  after  edit  and  audit  have  completed 
their  actions.  Document/data  flow  Is  shown  in  Annex  B. 

B.  SQIB  Control  Clerk  Actions. 

1.  The  clerk  will  review  blocks  and  contents  to  Insure 
no  documents/records  have  been  misplaced  during  SQIB  processing. 

If  a discrepancy  Is  found,  the  clerk  will  coordinate  with  TES  or 
Audit  Section  to  resolve. 

2.  Once  the  blocks  are  correct,  the  clerk  will  separate 
the  original  BT  and  SIDPERS/JUMPS  Interface  substantiating  docu- 
ments from  the  duplicate  copy  of  the  BT,  JUMPS  only  substantiating 
documents,  and  documents  for  distribution.  The  clerk  will  process 
as  specified  below  for  the  two  groups.  (For  audit  blocks,  the 
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original  and  duplicate  of  the  BT  and  the  records  will  be  logged  out 
to  the  appropriate  Record  Section. 

a.  Duplicate  BT,  PFRs  and/or  MPRJs,  and  documents 
for  distribution: 


(1)  The  clerk  will  annotate  date  routed 
(block  8)  of  the  BT  adjacent  to  the  SQIB. 

(2)  The  clerk  will  annotate  blocks  4,  5,  and 
7 of  the  SQIB  Control  Log  to  show:  date  records  returned  to  file; 
the  number  of  records  by  type  (MFRJ  and  PFR)  forwarded;  and  the 
number  of  actions  by  category  (S,  J,  S/J,  Error  Listing  Line). 

(3)  The  BT,  records,  and  documents  will  be 
forwarded  to  the  appropriate  Record  Section. 

b.  Original  BT,  coded  Input,  and  all  USAFAC 
substantiating  documents*. 

(1)  The  date  forwarded  to  1/OC  Section  will 
be  annotated  In  block  6 of  the  SQIB  Control  Log. 

(2)  These  documents  will  then  be  forwarded  to 

I/OC  Section. 

15-9.  SOP  NUMBER  7.  INITIAL  PROCESSING  INCOMING  BT/UNIT  INPUT 

INTO  I/OC  SECTION 

A.  General.  This  SOP  pertains  to  the  Inltlhl  processing 
of  BT  and  the  break-down  to  those  blocks/unlt  Input  Into  batches 
within  the  I/OC  Control  Section.  Document/data  flow  Is  shown  In 
Annex  C. 

B.  I/OC  Section  Control  Clerk  Actions. 

1.  The  I/OC  Section  control  clerk  will  review  all 
Incoming  BT  to  Insure  they  are  complete.  If  not,  the  I/OC 
section  control  clerk  will  coordinate  with  the  SQIB  control  clerk 
to  correct. 

2.  The  I/OC  section  control  clerk  will  log  the  BT  in 
by  co9q>letlng  items  1 and  2 of  the  I/OC  Section  Control  Log. 

(Logs  should  be  prenumbered.)  An  exsmple  of  this  log  Is  shown  In 
Appendix  E. 
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1.  Withdraw  docifBenCs  In  the  JUMPS  Batch  Suapense 
File  that  correlate  with  batches.  Process  SJ  substantiating  docu- 
ments lAW  paragraph  15-16,  below. 

2.  After  coordination  with  Data  Base  Management,  the 
JUMPS  Army  message  will  be  placed  In  block  20  of  the  BT.  If  a 
different  message  number  appears,  annotate  second  message  number 

in  Remarks  Section  (block  18)  of  BT.  The  BT  will  then  be  processed 
as  follows: 

a.  The  1/OC  Section  Control  Log  will  be  annotated 
with  the  JUMPS  message  number  (block  7)  and  date  to  the  appropriate 
Record  Section  (block  8).  If  two  message  numbers  are  annotated  on 
the  BT,  the  second  will  be  shoim  In  the  Remarks  Section  (block  9) 
on  the  1/OC  Section  Control  Log. 


b.  The  BT  will  be  annotated  as. to  date  routed  to 
the  appropriate  Record  Section  (block  8). 


Record  Section. 


c.  The  BT  will  be  forwarded  to  the  appropriate 


3.  Process  JUMPS  Substantiating  Documents  lAW  para- 
graph 15-18,  below. 

D.  Data  Base  Management  Actions: 

1.  The  DD  Forms  1392  and  cards  will  be  forwarded  to 
the  AUTODIN  Terminal.  The  third  copy  of  the  DD  Form  1392  will  be 
returned  as  a receipt.  (Saise  actions  from  this  point  on  for  local 
pay  cards  DD  Form  1392.) 

2.  The  third  copy  of  the  DD  Form  1392,  the  Input  forms, 
original  header  control  sheet,  and  80-80  list  will  be  filed  In  the 
JUMPS  Message  Suspense  File. 

3.  When  the  duplicate  copy  of  the  DD  Form  1392  returns 
from  the  AUTODIN  Terminal,  the  following  actions  will  be  taken: 

a.  The  JUMPS-Army  Message  Control  Log  will  be 
annotated  with  the  date/time  group  to  USAFAC. 

b.  Documents  In  the  JUMPS  Message  Suspense  File 
for  that  message  will  be  processed  as  follows: 

(1)  The  triplicate  of  the  DD  Form  1392  will 
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(2)  Th«  duplicate  DD  Form  1392  and  cards 
will  be  placed  In  the  JUMPS  Message  Complete  File  by  message 
number.  The  cards  may  be  destroyed  after  the  DJUOL  Is  processed. 

The  DD  Form  1392  may  be  destroyed  after  60  days. 

(3)  The  Input  forms.  Batch  Control  Sheet, 
and  80-80  lists  will  be  placed  In  a file  to  be  destroyed  after  60 
days. 

15-15.  SOP  HUMBER  13.  PROCESSING  THE  SIDPERS  READY  FOR  CYCLE 
SUSPENSE  FILE  AND  SIDPERS  CARDS. 

A.  General.  This  SOP  covers  the  preparation  of  JUMPS-Army 
messages  from  the  cards  In  the  SIDPERS  Ready  for  Cycle  Suspense 
File  and  Documents  In  the  SIDPERS  Batch  Suspense  File.  Document/ 
data  flow  is  shown  in  Annex  C. 

B.  At  cutoff  time  on  cycle  day.  Data  Base  Management  will 
take  the  following  actions: 

1.  Prepare  text  header  and  trailer  cards  for  cycle. 

2.  Forward  cycle  cards  to  the  data  processing  activity. 
Upon  receipt  of  output  from  cycle,  the  following  actions  will  be 
taken: 

a.  The  SIDPERS  cycle  cards  In  SIDPERS  Card  File 
will  be  held  at  least  three  cycles  prior  to  destruction. 

b.  The  SQIB  copy  of  output  reports  i-'ill  be  pulled 
and  filed.  The  remainder  of  the  output  reports  will  be  broken 
down  by  I/OC  Section  and  distributed  to  PAC/PPSD  users  according 
to  the  established  and  distribution  scheme. 

c.  The  tape  for  MILPERCEN  will  be  processed  as 

follows: 

(1)  A DD  Form  1392  will  be  prepared  to  transmit 

tape  to  MILPERCEN. 

(2)  Tape  will  be  forwarded  to  AUTODIN  terminal 
where  copy  3 of  DD  Form  1392  will  be  received  as  a receipt  and' 

filed  In  suspense. 

(3)  Upon  receipt  of  copy  2 of  DD  Form  1392 
from  AUTODIN,  copy  3 In  suspense  will  be  destroyed  and  copy  2 will 
be  filed  In  a 60  day  retention  file. 


I 


BOE  TEAM  TEST  SUPPLEMENT. 


I 


I 


d.  Return  records  to  appropriate  Record  Section. 

C.  Process  annotated  P49  and  associated  substantiating 
documents  IAN  paragraph  15-18B,  below. 

15-17.  SOP  NUMBER  15.  PROCESSING  OF  SIDPERS  AND  JUMPS-ARMT  ERROR 
LISTINGS  (DJUOL.  JMCOL.  PTRO.  AND  UPAN). 

A.  General.  This  SOP  covers  the  procedures  for  error 
listing  processing  by  the  SQIB.  Document/data  flow  Is  shown  In 
Annex  E. 

B.  Upon  receipt  of  the  error  listing,  SQIB  personnel  will 
annotate  the  original  and  one  copy  with  required  corrective  actions. 

1.  If  the  listing  Is  a JMCOL,  annotate  the  listing  with 
Information  required  for  preseparation  audits. 

2.  If  corrections  can  be  made  In  the  SQIB  without  re- 
cords, request  a preassigned  BT  ntmber,  prepare  BT,  and  prepare 
required  mark  sense  forms,  key  punch  guide  forms  or  make  correction 
to  error  suspense  card.  Additionally,  annotate  the  listing  with 
"Correction  Made,"  BT  number,  and  date.  DJUOL  changes,  because  of 
the  type  rejects  Involved,  will  not  be  processed  without  the  records. 

3.  If  corrections  cannot  be  made,  separate  and  annotate 
the  listings  for  distribution  with  the  duplicate  copies  going  to 
the  PPRB  and  the  original  copy  to  the  SQIB. 

4.  File  the  SQIB  copy  of  the  listing  In  the  Suspense 
Error  Listing  File  awaiting  the  corrected  Input. 

C.  Upon  receipt  of  a BT  with  an  error  listing,  the  BT  will 
be  processed  lAW  normal  BT  procedures  (para  15-7,  above),  except 
that: 


1.  The  right  margin  of  the  error  listing  will  be 
Initialed  to  Indicate  that  a quality  edit  of  the  corrective  Input 
has  been  performed. 

2.  The  duplicate  listing  In  the  Suspense  Error  Listing 
File  will  be  annotated  to  show  the  BT  number  and  the  date  that 
corrective  action  was  completed. 

I 

3.  If  all  errors  have  been  corrected,  a completed 
copy  of  the  listing  will  be  filed  In  the  error  listing  completed 
file.  If  not,  the  suspense  listing  will  be  returned  to  the 

Suspense  Error  Listing  File  awaiting  further  corrective  action.  i 
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15-18.  SOP  NUMBER  12.  PROCESSING  SUBSTANTIATING  DOCUMENTS. 

A.  General.  This  SOP  Is  supported  by  flow  charts  con- 
tained in  Annex  F of  this  chapter.  AR  37-101-1  and  AR  37-104-3 
cover  the  processing  of  substantiating  documents. 

B.  1/0  Control  Section  actions. 

1.  JUMPS-only  substantiating  documents.  These 
documents  will  be  received,  reviewed,  and  placed  in  numerical* 
sequence  in  the  Substantiating  Document  File. 

2.  Interface  substantiating  documents.  Each  line  of 
entry  of  the  P-49  report  that  requires  a substantiating  document 
will  be  matched  with  a substantiating  document  attached  to  the  P- 
49  report.  If  all  required  substantiating  documents  are  not 
present,  notify  supervisor  who  will  resolve  all  discrepancies.  If 
all  substantiating  documents  are  present  or,  after  coordination  has 
been  made  to  correct  discrepancies,  the  control  section  clerk  will 
Insure  documents  are  in  alphabetical  order  and  file  documents  and 
P-49  report  in  the  Substantiating  Document  File. 

3.  During  the  month,  the  1/0  Control  Section  will 
periodically  review  the  Substantlatlhg  Document  File.  If  any 
documents  or  numbers  are  missing,  the  Control  Section  will 
cootdinate  with  the  SQIB  to  resolve  the  discrepancies. 

4.  On  a JUMPS  processing  month  basis,  the  substantiating 
dccuments  will  be  forwarded  to  USAFAC  lAW  AR  37-101-1  and  AR  37-104-3. 
I'  v following  steps  will  be  taken  in  the  preparation  of  these 
r.wCi'fflents  for  transmittal  to  USAFAC: 

a.  A final  review  will  be  made.  If  any  documents 
or  numbers  are  missing,  the  I/O  Control  Section  Supervisor  will 

be  notified  and  take  action  to  resolve  discrepancy. 

b.  The  documents  will  be  prepared  for  transmittal 
and  the  transmittal  letter  will  be  prepared. 

c.  The  transmittal  letter  and  documents  will  then 
be  mailed  to  USAFAC. 

15-19.  REFERENCES. 
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A.  ANNEX  A - DOCUMENT/DATA  FLOW:  SOPs  1 and  2 

B.  ANNEX  B - DOCUMENT/DATA  FLOW:  SOPs  3 thru  6 

C.  ANNEX  C - DOCUMENT/DATA  FLOW:  SOPs  7 thru  13 

D.  ANNEX  D - DOCUMENT/DATA  FLOW:  SOP  14 

E.  ANNEX  E - document/data  FLOW:  SOP  15 

F.  ANNEX  F - SUBSTANTIATING  DOCUMENT  PROCESSING 
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Document/Data  Flow;  SOPs  1 through  2. 
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ANNEX  C DocuMnt/Dat*  Flow:  SOPa  7 through  13. 


*A  "mincA  SJ  block"  is  a block  which  contains  both  SIDPERS  and  JUMPS 
Input  docuaenta. 
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APPENDIX  D 
FIGURES 

FIGURE  NUMBER  DESfcRIPTION  PAGE 

1-1  TRANSFER  IN  FUNCTIONS  TO  ORGANIZE  1-1-3 

A PPSD  FORMED  BY  TOE 

3-1  ADMINISTRATION  COMPANY,  ARMY  1-3-2 

DIVISION 

3-2  PPSD,  FORMED  FROM  TOE’  1-3-5 

3-3  PPSD  IN  ARMY  DIVISION  1-3-6 

6-2  PROPOSED  PERSONNEL  STAFFING  GUIDE  1-6-2 

FOR  TOE  DIVISION  PPSDs  SERVICING 
16,000  SM 

8-1  CUSTOMER  SERVICE  BRANCH  WITH  PCF  1-8-2 

PROCESSING  SECTION 
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AOMIMCEN 

POEM 

6011T-R 

6013- R 

6014- R 

6015- R  ' 

6016- R 

6017- R 
6020T-R 

6022- R 

602 3- R 
6026-R 

6027T-R 

6028T-R 

6035- R 

6036- R 

6037- R 

OOAOT-R 

60A1T-R 


APPENDIX  E 

NUMERICAL  LISTING  OF  FORMS  UNIQUE  TO  A PPSD 


TITLE 


PPSD  Docuoient  Control  Record  (BT) 

Systems  Quality  Interface  Branch 
Control  Log 

Dally  Activity  Report  ~ Personnel  and 
Pay  Records  Section 

SIDPERS  Cycle  Report 

Records  Section  Control  Log 

Batch  Control  Sheet 

Input/Output  Control  Section 
Control  Log 

Control  Log  of  Batch  Control 
Sheets 

JUMFS-Army  Message  Log 

Block  Ticket  Control 
Log  - Branch/Section 

Unit/Other  Transmittal 
Letter  Control  Log 

Dally  Activity  Summary  Report 

Personnel  and  Pay  Services  Division 

Personnel  and/or  Pay  Inquiry 

Dally  Activity  Report  - Systems 
Quality  Interface  Branch 

Dally  Activity  Report  Customer 
Service  Branch 

Dally  Activity  Report  Actions  and 
Affairs  Section 

Dally  Activity  Report  Personnel 
Management  Section 


PARAGRAPHS 

10-9 

15-5,  15-8 


2-3 

15-15 

10-9 

15-10 

15-9 

15-14 

15-14,  15-23 
10-10 

15-3 


2-2,  2-9 


13- 3c 
2-2,  2-7 

2-2, 2-8 

2-2,  2-6 

2-2,  2-4 
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SAMPLE 

OVERPRINTED 

DISPOSITION 

FORMS SUBJECT 

DA  Form  2496  Deficiency  In  Submission  of 

Documents  to  Personnel  and 
Pay  Services  Division  (PPSD) 
OTL/UTL  Number  

DA  Form  2496  Last  Transmittal 

Unit  Transmittal  Letter 
Number 

DA  Form  2496  LaAt  Transmittal  

Other  Transmittal  Letter 
Number 


PARAGRAPHS 

10-6 

10-6 

10-6 


PPSD  DOCUMENT  CONTROL  RECORD  (BT) 


3.  Originator  (Br  an 


1.  Date 
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2.  Mo 


5.  KOUTINC/BRAMCH 


6.  DATE  SECEIVED  | 7.  ACTION  CLERK 


8.  DATE  ROOTED 


Other 


9.  Records  Teas  Pull 


10. 

11. 

12. 

13. 

ACTION 

TOTAL 

MPRJ 

PPR 

(List  by  Type) 

IS. 

NARK 

SENSE 

FORMS 


18.  REMARKS  (Note  addlcions/deleclons) 


19.  SIDPBRS  Cycle  No 
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ZMSnOCIIOHS  K)K  OCHPLZTING  AZMZaCB  fOIM  6011T-K 
frSD  DOCUMENT  OONTIOL  MEOOKD  (BLOCK  TICKET) 

1.  Dat*t  Will  indicat*  th*  data  cha  Block  Tlckat  is  dispatched  iron  originator.  

2.  Ntabar:  All  Block  Tlckat  nunbars  will  b*  asslgnsd  an  identifying  nusbar  by  the  Biacotds 
Section  of  FPRS  If  BT  originates  in  a branch  other  than  PPBS  that  branch  will  contact 

R8  to  obtain  a nuabar.  All  BT  nusbers  will  be  prefixed  by  either  S,  J.  SJ,  NS,  or  NJ 
depending  on  the  type  of  input  on  the,  Block  Ticket. 

3.  Originator  (Branch  and  Clerk):  The  originating  Branch  (i.e.,  SQIB,  CSB)  will  bo 
placed  in  this  block  along  with  the  last  naB«  of  the  preparing  clerk. 

4.  Suspense  Date:  This  date  will  be  assigned  by  the  originating  clerk  at  the  tine  of 
dispatch  of  the  BT  froa  that  branch.  Suspense  date  will  nomally  be  5 work  days  froa 
the  date  in  tbs  date  block. 

5.  Boutlng/Branch  Order:  This  coluan  will  be  prepared  by  origiimting  branch  Indicatii^g 
til*,  sequence  the  block  is  to  travel.  EXAMPLE:  A block  originating  in  K8  *i:d  travelins  to 

, SQIB  and  back  to  RS  , "1”  is  placed  next  to  SQIB  , "2"  next  to  AS. 

6.  Date  Bsceived:  The  control  clerk  receiving  the  Block  in  each  branch  will  place  the 
date  received  in  thin  block. 

7.  Clerk:  The  clerk  taking  action  on  Block  «rill  place  his/her  last  naae  in  this  block. 

' 8.  Oat*  Routed:  The  control  clerk  routing  the  block  to  th*  next  branch  will  place  the 

date  routed  in  this  block. 

9.  Bi  pull  ^ MPRJ  _ PFR:  The  control  clerk  in  RS  Intlatlng  a block  for  Which  records 
auat  be  pulled**wlll  check  idilch  Cor  both)  records  are  to  be  pulled. 

10.  Action:  The  type  action  on  the  Block  Ticket  will  be  shown  in  this  block. 

11.  N«bcr:  The  nuaber  of  actions  will  be  shown  In  this  block. 

12.  MPRJ:  Tbs  nahbsr  of  mJs  will  be  shown  in  this  block. 

13.  PfR:  The  nuaber  of  PFRs  will  be  shown  in  this  block. 

14.  Keypunch  Pom:  Tbs  auSber  of  line  entries  on  keypunch  foras  will  be  entered  in  this 
block  by  clerk  preparing  foras  or  by  originating  branch  if  foras  are  initially  routed 
with  the  block. 

15.  Mark  Sense  Poms:  The  nuaber  of  Mark  Sense  Poms  will  be  entered  in  this  block  by 
the  clerk  preparing  the  Mark  Sens*  Poms  or  by  th*  originating  branch  if  foras  are 
initially  routed  with  the  Block. 

16.  Cards:  The  Edit  Section  Clerk  editing  the  input  will  place  the  nuaber  of  cards 
produced  during  data  reduction.  When  a Batch  is  returned  in  the  SQIB  th*  Batch  Control 
Clerk  will  verify  the  card  count  to  insure  no  cards  are  Inserted  or  lost. 

17.  Substantiating  Docments:  The  nuaber  of  substantiating  docuaents  will  be  entered 
her*  by  the  SQIB  clerk  identifying  substantiating  docuaents. 

,18.  Raasrks:  This  section  will  be  used  for  ai^  pertinent  reasrks  about  the  block  ticket. 
Additionally  all  docuaents  and/or  records  added  to  or  deleted  froa  the  BT  will  be  shown 
by  listing  SM's  last  naae,  last  4 of  the  SSN,  and  BT  to  which  action/record  was  deleted 
or  BT  froa  lAlch  an  action/record  was  added. 

19.  SIDPERS  Cycle:  All  S and  SJ  blocks  will  have  the  SIDPERS  cycle  on  which  action  of 
this  BT  were  processed. 

20.  JUMPS  Msg  No.  All  J and  SJ  blocks  will  have  tbs  JUMPS  Msg  Nmber  on  idiich  cards 
ware  fozward  to  USAPAC  entered  in  this  block. 
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INSTRUCTIONS  FOR  COMPLETING  THE  SYSTEMS  QUALITY 
INTERFACE  BRANCH  CONTROL  LOG  (ADMINCEN  FORM  6013-R) 


II.  Block  No.  The  number  of  the  block  will  be  placed  here.  Sheets 

should  be  pre-numbered. 

2.  Date  Received.  The  date  the  block  Is  received  will  be  reflected  here. 

I 

3.  SQIB  Section.  Either  “edit"  or  "audit"  will  be  entered  here  to  reflect 
the  section  that  received  the  block.  For  those  blocks  going  straight  to 
the  DCRB  this  block  will  be  left  blank. 

4.  Date  Records  Returned  to  File.  The  date  the  records  along  with 
duplicate  block  tickets  were  forwarded  to  the  DCRB  will  be  entered 
here. 

, 5.  Records.  The  number  of  records  returned  will  be  reflected  by 

category  In  this  block. 

6.  Date  BT  Forwarded  to  I/O  Control.  The  date  the  original  Block 
Ticket  and  Input  documents  were  forwarded  to  I/O  Control  Section  will 
be  entered  here. 

7.  Actions.  The  number  of  error  listing  line  entries  for  error  listing 
blocks  will  be  entered  In  the  error  listing  portion  of  this  block.  The 
S,  Jt  S/J  apply  to  the  prefixes  of  the  BT  number;  actions  on  each  block 
will  be  totaled  and  entered  by  category. 

8.  Remarks.  Any  pertinent  remarks  will  be  entered  here. 
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ADMINCEN  FORM  6014-R,  JUN  77  (TEST)  (AT2I-CD-C) 


Rr:COKD?  SECTION  CONTKOl  LOG 


boloK  Juw  77  (TtST)  (aT2.I-wC) 
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IM8TBUCTI0M  POE  COMPLETION 
OF  THE  EECOSOS  SECTION  COHTBOL  LOG 
(ADMINCEM  FOBM  6016>E) 


1.  Block  No.  This  la  the  niaber  aaslgned  to  the  block.  All  logs  should 
be  pre-numbered  and  cut  off  by  calendar  month. 

2.  No  of.  Aclona.  This  la  the  sun  of  the  number  of  actions  listed  on  the 
face  of  the  Block  Control  Ticket  (before  records  are  pulled  by  EPS,  If 
required) . 

3.  Action  blocked.  This  Is  Che  actual  number  of  actions  blocked  by 
category  after  actions  are  pulled  by  control  for  either  the  recycle  suspense 
file  or  locator. 

4.  Numbers  of  Eacorda.  The  top  half  */  of  the  divided  block  will  show 
number  of  records  (by  elthar  MPEJ  or  PFE)  Initially  blocked  out.  The 
bottom  half  /*  at  the  divided  block  will  show  the  niaaber  of  records 
returning  on  the  block  ticket. 

5.  Date  CO  Team.  The  date  Che  BT  was  forwardad  Co  the  team  for  action  will 
be  entered  here. 

6.  Dace  Out.  The  date  Che  BT  was  forwarded  to  the  number  1 addressee 
(other  than  team)  will  be  entered  here. 

7.  Date  Oup  Racalved.  The  date  the  duplicate  BT  was  received  from 
processing  will  be  entered  here. 

8.  Dace  Original  Eecalved.  The  date  the  original  BT  was  received  from 
processing  will  be  entered  here. 

9.  Suspense  Date.  The  date  that  the  original  BT  Is  scheduled  to  return 
will  be  entered  here. 

10.  Eamarks.  Any  pertinent  remarks  about  the  block  will  be  entered  here. 


TXCKKT  DATE  CONTROL  SIOPERS  JUMPS  DATE  BT  REMARKS 
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INSTRUCTIONS  FOR  COMPLETION  OF  THE  INPUT/QUTPUT  CONTROL  SECTION 
CONTROL  LOG  (AOMINCEN  FORM  6020T-R) 


1.  Block  Ticket  Number.  The  BT  numbers  Mill  be  entered  In  this  Item. 

Pages  should  be  prenumbered. 

2.  Date  Received.  Self  explanatory. 

3.  Batch  Control  Number.  The  3-d1g1t  batch  control  number  to  which  the 
Batch  was  assigned  will  be  entered  here. 

4.  SIOPERS  SCN.  The  two  character  SIDPERS  SCN  that  SO  and  S blocks  had 
Input  on  that  cycle  will  be  entered  here. 

5.  JUMPS  Message  Number.  The  message  number  that  cards  were  transmitted 
to  USAFAC  will  be  entered  here.  All  J and  SJ  blocks  should  have  an  entry. 

6.  Date  Block  Ticket  to  RS.  The  date  the  BT  was  forwarded  to  RS  will 
be  entered  here. 

7.  Remarks.  Pertinent  remarks  will  be  entered  here.  Certain  SJ  blocks 

will  have  two  JUMPS-AniQr  message  numbers.  The  second  number  will  be  entered 
here.  \ 
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INSTRUCTIONS  FOR  CONPLCTING  UNIT/OTHER  TMNSNITTM.  CONTROL  LOG 
(MMINCEN  FORM  «027r-E) 


OesIgnatlon/UIC  - this  Itm  will  show  UIC  for  units.  Other  elenents 
forwarding  OTLs  will  have  a descriptive  word  put  here  such  a "Housing" 
for  the  housing  office. 

Month  - Calendar  month  will  be  entered  here. 

1.  Control  Number  - Self  explanatory. 

2.  UTL/OTL  Date  - The  date  of  the  UTL/OTL  will  be  entered  here.  \ 

3.  Date  Received  In  FPSO  - Self  explanatory. 

4.  Number  of  Oociaaents  - Self  explanatory.  DA  3GtS  and  contents  are 
counted  as  l document. 

5.  Date  of  Acknowledgement  to  Unit  - The  date  the  original  UTL  sent  to 
unit. 

6.  Date  to  S8  > Date  triplicate  UTL  and  attachments  forwarded  to  DCRB. 

7.  Date  Unit  Notified  of  Discrepancy  • The  date  a discrepancy  letter  Is 
sent  to  the  unit  will  be  entered  here. 

8.  Number  of  Discrepancies  * The  letters  corresponding  to  the  subparagraphs 
completed  on  the  Deficiency  Letter  will  be  checked. 

9.  Date  Correction  Received  > The  date  the  unit/element  submitted  the 
corrections  to  the  errors  listed  on  the  deficiency  letter  will  be  entered 
here. 

10.  No.  of  Documents  • The  mmiber  of  documents  that  were  accepted  that  came 
to  the  PASO  with  the  correction  to  a teficicncy  letter  will  be  entered  In 
this  block. 

0 

11.  Date  to  BE  - The  date  the  documents  (which  were  previously 
deficient)  were  forwarded  to  u will  be  enured  here. 
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INTRODUCTION  TO  SUPPLEMENT 
DEVELOP  FOR  TEST  OF  PPAB 


1-1.  GENERAL.  The  Personnel  and  Pay  Actions  Branch  (PPAB)  Is 
designed  as  an  optional  course  of  action  for  the  C,  PPSD  in 
organizing  the  processing  of  functions  normally  assigned  to  the 
PPTB  and  the  AAB.  The  PPAB  is  designed  to  reduce  the  length  of 
time  that  records  are  out  of  file,  to  eliminate  one  of  the  Branch 
Chief  positions,  and  dependent  upon  the  office  configuration  to 
create  a more  efficient  utilization  of  the  work  area.  Within  the 
PPAB  concept, the  former  PPTB  and  AAB  operate  as  sections  under 
one  supervisor.  Consequently,  this  concept  does  not  require  a 
change  to  the  controls  and  procedures  prescribed  in  the  COPPER 
User  Manual.  That  manual  continues  to  serve  as  the  basic  document. 


1-2.  PURPOSE.  This  supplement  provides  the  concept  of 
operations  for  an  installation  PPSD  organized  with  a PPAB. 

1-3.  SCOPE.  This  supplement,  until  testing  of  COPPER  concepts 
and  procedures  are  concluded,  applies  only  after  agreement 
between  the  C,  PPSD  and  the  COPPER  Task  Force.  When  conflict  of 
direction  exists  between  the  contents  of  this  supplement  and 
other  directives,  this  supplement  will  take  precedence.  Actions, 
reports,  and  controls  currently  prescribed  by  existing  directives 
that  are  not  specifically  addressed  in  this  supplement  will 
continue  to  be  performed/submitted  as  prescribed  in  the  existing 
directives. 

1-4.  CHANGES  TO  COPPER  USER  MANUAL.  The  user  manual  will  be 
changed  as  follows  when  it  is  agreed  that  a PPSD  will  be 
organized  with  a PPAB: 

1 .  References  to  AAB  and  to  PPTB  will  be  changed  in  pen- 
and-ink  to  PPAB. 


2.  Remove  old  pages  and  insert  revised  pages  as  indicated 
below: 


Remove  Pages 


Insert  Pages 


1-2-5  and  1-2-6 
1-3-13  through  16 
1-4-3  and  1-4-4 
1-6-7  and  1-6-8 
Chapter  12 
Chapter  14 


1-2-5  and  1-2-6 
1-3-13  through  16 
1-4-3  and  1-4-4 

I- 6-7  and  1-6-8 

II- 12-1  through  11-12-  All 


3.  File  this  Introduction  to  Supplement  for  PPAB  Test  in 
front  of  the  COPPER  User  Manual. 
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c.  The  word  "docufflents”  applies  to  the  accounting 
of  all  separate  documents  received  and  forwarded  to  the  Control 
Section,  with  the  indicated  classification  as  "ACTION"  documents 
or  "FILE  ONLY"  documents.  Column  completion  is  outlined  in 
paragraph  2-2B  above,  with  "PROC"  referring  to  those  documents 
actually  accepted/received  by  the  Control  Section. 

2.  Control  Section: 

a.  "RECORDS"  with  subcategories  "MPRJ"  and  "PFR", 
refers  to  the  total  number  of  records  received  and  processed  by 
the  Control  Section.  Column  completion  is  outlined  in  paragraph 
2-2B,  above.  "REC"  refers  to  all  records  obtained  from  the 
Records  Filing  Section  and  all  records  returned/ forwarded  from 
other  PPSD  branches.  This  information  is  available  on  the  BT 
Control  Log  maintained  by  the  DCRB.  "PROC"  refers  to  all  records 
blocked  and  released  to  other  PPSD  branches  and  to  all  records 
returned  to  the  Records  Filing  Section. 

b.  "DOCUMENTS"  refers  to  all  documents  received 
and  processed  by  the  Control  Section.  Column  completion  is 
outlined  in  paragraph  2-2B  above.  The  documents  will  be 
subcategorized  into  "file"  and  "action"  documents,  with  further 
subcategorization  as  indicated  for  all  action  documents.  "PROC" 
for  file  documents  refers  to  those  documents  actually  forwarded 
to  the  Records  Filing  Section  and  "PROC"  for  action  documents 
refers  to  those  blocked  and  released  to  other  PPSD  branches. 

c.  "RECYCLE  ACT  DOCS"  beginning  balance  is 
determined  by  an  actual  physical  counting  of  documents  in  the 
recycle  file.  "REC"  refers  to  those  documents  placed  in  the 
recycle  file  and  "PROC"  refers  to  those  documents  removed  from 
the  file  and  reblocked. 

d.  "LOANED  RECORDS"  refers  to  all  records  loaned 
outside  the  PPSD.  "REC"  will  be  requests  received;  "PROC",  will 
be  requests  processed.  On  hand  balances  are  determined  as 
indicated  in  paragraph  2-2B,  above. 

3.  Records  Filing  Section: 

a.  "RECORDS"  refers  to  all  records  filed  and 
pulled,  with  on  hand  balances  determined  as  indicated  in  the 
paragraph  2-2B,  above.  "REC"  refers  to  those  records  obtained 
from  the  Control  Section  and  "PROC"  refers  to  those  filed  and 
pulled  as  required. 

i 
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I b.  "PILE  ONLY  DOCS”  refers  to  the  actual  physical 

[count  of  file  documents  received  and  processed.  "PROC”  is  those 

documents  appropriately  filed  In  the  respective  records,  with  on 
h hand  balances  determined  as  indicated  In  the  paragraph  2-2B, 

^ above. 


i c.  "RECYCLE  FILE  DOCS"  balances,  and  work 

f received  and  processed,  are  determined  in  a manner  similiar  to 

i that  used  for  recycle  action  documents. 

I d.  The  accounting  process  for  "LOCATOR”  is 

accomplished  by  a physical  count  of  documents/cards  received  and 
processed . 

I 

I e.  "LES  FILING"  refers  to  the  physical  counting 

of  LESS  with  "PROC"  referring  to  those  LESs  actually  filed  in 
[ their  respective  records. 


4.  BLOCK  TICKETS  (Aging  by  Days).  This  portion  is 
used  to  show  aging  by  low  and  high  number  BT.  Low  Number  BTs  are 
to  be  processed  in  five  work  days.  Suspense  for  High  Number  BTs 
is  determined  based  on  category  by  the  C,  PPSD. 


f 2-4.  DAILY  ACTIVITY  REPORT  - PMB  (Appendix  E) : Because  of  the 

slmiliarlty  in  accounting  for  records  and  documents,  the  PHB  OAR 
is  prepared  as  outlined  in  paragraph  2-2B,  above.  Other  entries 
on  the  report  which  are  unique  to  the  PMB  will  be  obtained  from 
physical  counting. 


2-5.  DAILY  ACTIVITY  REPORT  - PPAB  (Appendix  E);  This  DAR  is 
prepared  in  the  same  manner  as  outlined  in  paragraph  2-2B,  above. 
The  Branch  IMA  will  be  the  old  PPTB  and  AAB  DAR  stapled  together 
to  form  one  report. 


2-6.  DELETECX 
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J.  PPAB.  This  branch  Is  normally  composed  of  a Transaction 
Section  (PPTS)  and  an  Action  and  Affairs  Section  (AAS).  The 
functions  of  these  sections  are  as  outlined  in  DA  Pam  600  series 
and  the  User  Manual.  The  following  Is  a list  to 

include  but  not  limited  to  the  functions  performeer  in  the  PPAB. 

a.  PPTS. 

1 . Maintains  accountability  of  records  being  processed 
within  the  branch. 

2.  Insures  processing  is  accomplished  in  an  orderly 
(first  in,  first  out)  manner. 

3.  Processes  pay  options. 

4.  Processes  pay  entitlement  documents. 

5.  Processes  collections  and  deduction  documents,  less 

pay  adjustment  documents. 

6.  Processes  dependency  and  administrative  changes. 

7.  Resolves  errors  detected  by  USAFAC  which  are 
monitored  by  the  SQIB. 

8.  Files  documents  in  and  purges  documents  from  the 
records,  when  required  as  a part  of  the  action  being  processed. 

9.  Processes  SIDPERS  data  base  changes  as  required. 

10.  Verifies  Information  recorded  on  monthly  and 
supplemental  SIDPERS  reports  and  prepares  submission  of 
mlsslng/erroneous  data. 

1 1 . Resolves  all  PPSD  PTROs  which  are  monitored  by  the 

SQIB. 

12.  Monitors  personnel  suspense  actions  as  required. 

13.  Researches  advisory  messages. 

1 4 . Posts  manual  changes  to  DA  Form  2- 1 . 

15.  Resolves  DA  reconciliation  rosters. 

16.  Prepares  DAR. 
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b.  AAS.  The  AAS  basically  performs  the  same  functions 

as  the  AAB  in  a COMPACT. 

1.  Process  enlistment/ reenlistment. 

2.  Process  casualty  reporting. 

3.  Process  line  of  duty  Investigations. 

4.  Review  and  expedite  board  actions. 

5.  Process  awards  and  decorations. 

6.  Process  release  from  active  duty.  To  Include 
processing  administrative  type  and  elimination  discharges; 
dependency  or  hardship  separations  for  EM;  request  relief  from 
AD,  retirements,  early  separations  to  attend  school  and  other 
early  out  programs  plus  scheduling  the  appropriate  physical 
exams;  extension/ declination  of  AD  for  reserve  personnel; 
orientating  retired  SM  on  entitlements  and  benefits;  and 
counseling  career  personnel  on  retirement  programs  and  referral. 

7.  Process  compassionate  reassignments. 

8.  Process  correspondences  related  to  naturalization 
and  citizenship  of  military  personnel  and  dependents. 

9.  Administer  and  assist  in  the  survivor  assistance 

program. 

10.  Process  officers  and  W/0  initial  appointments, 
branch  transfer  requests,  and  details  for  commissioned  officers. 

11.  Process  non  CONUS  and  emergency  leaves. 

12.  Process  name,  SSN  and  birth  data  changes. 

13.  Administer  the  SGLI  program,  voting,  counseling 
the  Army  Retirement  Service,  tuid  REFERRAL.' 

14.  Process  locally  generated  QMP  actions. 

15.  Prepare  DAR.  ^ 

16.  Perform  necessary  data  conversion  coding  for 
documents  processed  entirely  within  the  branch  before  submission 
of  SQIB  and  post  changes  to  the  individual  field  record. 

17.  Perform  transaction  coding  and  records  posting  for 
actions  processed  in  AAB. 
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K.  Deleted 

L.  CSB.  The  CSB  is  composed  of  Inquiry,  In  and  Out  Processing 
(I/OP),  Travel,  and  Separation  Section  when  applicable.  The  CSB 
is  responsible  for: 

1 . Insuring  all  Individuals  supported  by  the  PPSD 
receive  complete  one-stop  personnel  and  pay  service. 

2.  Providing  assistance  regarding  all  types  of  pay  or 
personnel  related  inquiries. 

3.  In  and  out  processing  all  individuals  assigned  or 
attached  to  the  organization. 

4.  Determining  pay  and  travel  entitlements. 

5.  Implementing  Internal  management  practices  and 

policies. 

M.  Inquiry  Section.  This  section  Is  responsible  for  processing 
all  personal,  telephonic,  and  written  inquiries.  Functions 
performed  are; 

1 . Serves  as  the  primary  point  of  contact  for 
customers  and  provides  one-stop  service  for  military  pay  and 
military  personnel  inquiries. 

2.  Schedules  and  controls  customers'  appointments. 

3.  Performs  those  types  of  record  review  actions  which 
require  an  interview  with  service  member. 

4.  Answers  all  visitors'  inquiries  of  a general 

nature. 

5.  Obtains  customer's  PFR/MPRJ  or  assistance  of 
functional  expert  when  responding  to  unusual  or  complicated 
problems . 

6.  Routes  action  documents  that  are  initiated  by 
customer  during  his  inquiry. 

7.  Processes  all  valid  emergency  or  miscellaneous  type 
pay  actions  when  individual  makes  request  in  person. 

8.  Processes  pay  adjustments  to  include  maintaining 
Pay  Adjustment  Log. 

9.  Controls  and  issues  identification  and  privilege 
cards  to  military  and  other  authorized  persons,  also  processes 
requests  for  replacement  of  ID  cards. 
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10.  Prepares  required  section  feeder  reports. 

11.  Performs  necessary  data  conversion  coding  and 
records  posting  for  actions  completed. 

12.  Certifies  entitlements  for  those  transactions 
specified  by  PPSD  supervisor. 

13 • Processes  re-enllstment  vouchers,  and  makes 
SIDPERS  Input. 

14.  Provides  general  type  Information  and  referral 
service  for  retired  and  reserve. 

N.  In  and  Out  Processing  (I/OP)  Section.  Primary  responsibility 
of  this  section  Is  to  assure  that  data  contained  within 
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1.  The  Disbursing  Branch  is  replaced  by  a Disbursing 
Section  which  is  under  direct  operational  and  technical  control 
of  the  installation  FAD.  The  Disbursing  Section  is  located  in 
the  same  facility  with  the  CS6. 

2.  A separation  section  is  formed  in  the  CS6  to  pro- 
cess separations  from  the  Anhy. 

3.  The  PPSDs  may  be  located  on  small  installation/ ac- 
tivities that  are  not  organized  to  provide  computer  support. 

When  this  condition  exists,  the  personnel  staffing  of  the  DCRB 
will  be  augmented  to  control  the  flow  of  computer  input  documents 
between  the  PPSD  and  the  installation  providing  the  computer 
support.  Paragraph  1-2,  this  manual  furnishes  guidance 
pertaining  to  a PPSD  without  data  reduction  capability. 

B.  Functions.  Functional  responsibilities  of  the  instal- 
lation PPSD  are  essentially  identical  to  those  performed  by  the 
Army  division  PPSD.  Differences  between  the  installation  and  the 
division  PPSDs  are  primarily  identified  to  the  separation  sec- 
tion identified  in  preceding  subparagraph  4-3A  above.  Disbursing 
and  collection  functions  of  the  Disbursing  Section  are  identical 
to  those  performed  by  the  Disbursing  Branch  supporting  an  Artsy 
division.  Activity  wf  the  Disbursing  Section  is  reported  on  the 
money  account  papers  to  the  FAD. 

Functions  of  the  Separation  Section  are  as  follows; 

1.  Review  individual's  eligibility  for  separation. 

2.  Accomplish  final  disposition  of  individual's 
records  and  reports. 

3.  When  required,  provide  logistical  support  (e.g., 
billeting,  messing,  transportation)  for  personnel  being 
separated. 

4.  Provide  counseling  concerning  personal  problems 
incident  to  transition  from  military  to  civilian  life. 

5.  Perform  necessary  data  conversion  coding  for 
actions  completed. 

6.  Complete  final  separation. 

7.  Certify  disbursement  transactions  specified  by 
Chief,  PPSD. 

B.  Prepare  and  compute  final  separation  vouchers. 
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PROPOSED  PERSONNEL  STAFFING  GUIDE  (CON’T) 

DIVISION  COSCOM 


PARA  LN  DESCRIPTION 

05  PAY  SP 

06  SR  PER  RECD  SP 

07  PER  RECD  SP 

08  PERS  RCDS  SP 
PARA  TOTAL 
CONTROL  SEC 

01  SEC  CHIEF 

02  FINANCE  SP 

03  FINANCE  SP 

04  SR  PERS  RECD  SP 

05  PER  RECD  SP 
PARA  TOTAL 

14  DISTRIBUTION  SEC 

01  SEC  CHIEF 

02  AOMIN  SP 

03  ADMIN  SP 

04  OISTR  CLK 
PARA  TOTAL 


GR 

MOS  BR 

DPL 

GAR 

DPL 

GAR 

TDA 

NOTE 

E3 

73C10  NC 

3 

3 

3 

3 

3 

2 

E5 

75D20 

3 

4 

3 

4 

4 

2 

E4 

75D10 

5 

4 

4 

4 

4 

2 

E3 

75D20 

4 

6 

4 

6 

6 

2 

23 

27 

21 

27 

27 

E7 

73C30  NC 

1 

1 

1 

1 

1 

2 

E5 

73C20 

2 

2 

2 

2 

2 

2 

E4 

73C10 

1 

3 

1 

3 

3 

2 

E5 

75D20 

2 

2 

2 

2 

2 

2 

E4 

75D10 

2 

3 

2 

3 

3 

8 

11 

8 

11 

11 

1 

E6 

71L30  NC 

1 

1 

1 

1 

1 

2 

E5 

71L20 

1 

2 

1 

2 

2 

2 

EP. 

71L10 

3 

4 

3 

4 

4 

2 

E3 

71L10 

2 

2 

2 

2 

2 

2 

7 

7 

6 

9 

9 
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PROPOSED  PERSONNEL  STAFFING  GUIDE  (CON'T) 

DIVISION  COSCOM 


PARA 

LN 

DESCRIPTION 

GR 

NOS 

BR 

DPL 

GAR 

DPL 

GAR 

TDA 

NOTE 

15 

PERS  A PAT  ACTIONS 

BR 

01 

BR  CHIEF 

CPT 

42 

1 

1 

1 

1 

1 

2 

02 

SR  PERS  SGT 

E8 

75Z50 

NC 

1 

1 

1 

1 

1 

2 

03 

SR  PAT  SGT 

E7 

73Z40 

NC 

1 

1 

1 

1 

1 

2 

04 

PERS  SGT 

E7 

75Z40 

NC 

1 

1 

1 

1 

1 

2 

05 

PERS  ACT  SGT 

E6 

75Z30 

NC 

1 

2 

1 

2 

2 

2 

06 

SR  PERS  ACT  SR 

E5 

75E20 

4 

5 

4 

5 

5 

2 

07 

SR  PAT  SP 

E5 

73C20 

2 

4 

2 

4 

4 

2 

08 

PERS  RCD  SP 

K 

75D20 

3 

5 

3 

5 

5 

2 

09 

PAT  SP 

E4 

73C10 

5 

7 

4 

7 

7 

2 

10 

PERS  RCDS  SP 

E4 

75D10 

5 

8 

4 

8 

8 

2 

11 

PERS  ACT  SP 

E4 

75E10 

8 

11 

6 

11 

11 

2 

12 

PAT  SP 

E3 

73C10 

3 

4 

2 

4 

4 

2 

13 

PERS  ACT  SP 

E3 

75E10 

6 

6 

4 

6 

6 

2 

14 

PERS  RCDS  SP 

E3 

75D10 

5 

7 

4 

7 

7 

2 

15 

CLK  TTPIST 

E3 

71L10 

1 

1 

1 

1 

1 

2 

PARA  TOTAL 

47 

64 

39 

64 

64 

16 

DELETE 

17 

PERS  HOT  BR 

01 

BR  CHIEF 

CPT 

42 

1 

1 

1 

1 

1 

02 

TEST  CONTROL  OFF 

WO 

711A 

1 

1 

1 

03 

SR  PERS  MGNT  SUPV 

E8 

75Z50 

NC 

1 

1 

1 

1 

1 

2 
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I 

I 

] 

] 

] 
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CHAPTER  12 

PERSONNEL  AND  PAY  ACTION  BRANCH  (PPAB) 

12-1.  GENERAL. 

A.  Organizational  Structure.  The  PPAB  may  be  subdivided 
into  operating  elements  as  designated  by  the  C,  PPSD.  Since  the 
branch  is  a composite  of  personnel /pay  actions  manual /automated 
coding  and  affairs,  it  is  customary  to  create  an  Actions  and 
Affairs  Section  (AAS)  and  a Personnel  and  Pay  Transaction  Section 
(PPTS).  In  this  configuration,  all  controls,  processing,  and 
procedure  traditionally  associated  with  those  sections  are  valid 
and  in  effect.  In  fact,  the  only  differences  between  the 
traditional  branch  division  of  the  above  functions  and  the  two 
section  configuration  of  a PPAB  is  proximity  and  one  less 
supervisor. 

B.  Oocunent  Control.  In  the  PPAB,  the  major  difference 
between  the  COPPER  system  and  current  MILPO  procedures  is  the 
degree  of  control.  This  control  is  achieved  by  BT  and  is 
processed  in  two  formats: 

1.  Action  Document  ST.  Comprised  entirely  of  action 
documents,  this  BT  is  governed  by  locally  established  suspense 
procedures  and  is  controlled  by  the  numbering  scheme  described  in 
paragraph  10-9B2,  this  manual. 

2.  Records  BT.  This  type  BT  contains  exclusively 
records  (MPRJ  and/or  PFR)  that  have  been  requested  by  branch  - 
personnel.  The  suspense  is  established  by  DCRB  and  is  indicated 
on  the  BT. 

12-2.  UTILIZATION  OF  EXISTING  REGULATIONS.  This  chapter  is 
designed  to  supplement  existing  personnel  and  pay  regulations/ 
guidance  that  will  continue  to  be  used.  When  a conflict  exists 
between  this  manual  and  cited  references,  the  provision  of  this 
manual  will  prevail. 

12-3.  SOP  NUMBER  1,  GENERAL  DOCUMENT  FLOW  IN  THE  PPTS. 

A.  Purpose.  This  SOP  prescribes  step-by-step  procedures 
to  be  employed  in  the  PPTS.  Document  data  flow  is  shown  in  Annex 
A to  this  chapter. 

B.  Policy. 

1.  To  add  and  delete  actions/ records  from  a BT. 
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a.  Remove  the  action/record  from  the  original  BT 
' and  attach  tlie  action/ record  to  the  new  BT. 

b.  Annotate  the  Remarks  Section  of  the  original 
BT  as  follows:  "LAST  NAME,  FIRST,  INITIAL,  LAST  FOUR  SSN,  TYPE 
ACTION,  Removed  to  (new  BT  number)." 

c.  If  It  Is  necessary  to  extend  the  action  beyond 
existing  BT  suspense,  the  Control  Section,  DCRB  will  be  notified. 

2.  Transaction  coding  and  MPRJ/PFR  posting. 

a.  All  SIDPERS  transactions  will  be  prepared  IAN 

OA  Pam  600-8-2. 

b.  All  MPRJ  posting  will  be  accomplished  I AW  AR 
640-10  and  AR  640-2-1. 

c.  All  PFR  posting  will  be  accomplished  I AW  AR 
37-104-3  and  AR  37-101-1. 

3.  The  PPAB  DAR  will  be  prepared  lAW  para  2-5,  this 

manual . 

4.  SIDPERS  suspense  notice  actions  for  PPTS  will  be 
accomplished  lAW  steps  8,  10,  11,  13,  18  and  19,  procedure  4-32, 
OA  Pam  600-8-2. 

C.  Operating  Procedure. 

1.  The  PPAB  control  clerk  will  review  and  route  all 
Incoming  correspondence,  routine  information  bulletins, 
memorandums,  etc.,  lAW  local  branch  policy.  He  will  separate 
SIDPERS  suspense  rosters/ related  documents  not  under  BT  control 
and  forward  them  to  the  suspense  control  clerk. 

2.  The  suspense  control  clerk  will  request  all 
records  required  to  complete  suspense  actions.  A suspense  record 
of  these  actions  will  be  maintained.  In  addition,  necessary 
correspondence  will  be  prepared  to  affect  the  remaining  branch 
suspense  actions.  Copies  of  the  outgoing  correspondence  will  be 
placed  In  the  suspense  file. 

3.  The  PPAB  control  clerk  will  review  all  Incoming  BT 
to  verify  accurate/accountablllty  of  BT  and  attached  docunents/ 
records.  In  the  event  a discrepancy  exists,  the  clerk  will 
resolve  the  disparity  before  accepting  responsibility  for  the  BT. 
The  clerk  will: 
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a.  Log  in  the  BT. 

b.  Forward  the  BT  to  a transaction  section 

supervisor. 

c.  Supervisor  forwards  the  BT  to  a transaction 

section  clerk. 

4.  The  transaction  clerk  will  review  the  BT  to 
determine  necessary  action.  If  an  action  cannot  be  completed, 
the  BT  will  be  returned  to  the  transaction  section  supervisor  for 
appropriate  processing  after  completing  all  possible  actions. 

5.  The  transaction  clerk  will  manually  post  the  DA 
Form  2-1  and  the  DA  Form  3716  as  required.  In  addition,  enter  in 
red,  changes  made  to  DA  Form  2. 

a.  Prepare  automated  input  (JUMPS/SIDPERS) . 

b.  Prepare  necessary  forwarding  documentation. 

c.  Prepare  report  of  change  to  DA,  if  required. 

d.  Attach  substantiating  documents  to  PFR. 

e.  Assemble  BT  and  forwaro  to  section  supervisor. 

6.  The  transaction  section  supervisor  will  review  BT  for 
completeness  and  accuracy. 

a.  Return  incorrect  action  to  clerk  for 

corrections. 

b.  Obtain  required  authenticating  signatures. 

c.  Forward  completed  BT  to  the  PPTB  control 

clerk. 

7.  The  control  clerk  will  review  the  BT  for  completeness 
and  withdraw  copy  of  suspense  roster,  if  attached.  He  will  furnish  it 
to  suspense  clerk. 

8.  The  suspense  control  clerk  will  clear  the  suspense  file 
after  the  source  document  has  been  reviewed  for  completeness.  In  the 
event  records  were  not  available  and  some  suspense  actions  remained 
unprocessed,  the  clerk  will  annotate  the  suspense  copy  and  prepare  a 
request  for  the  necessary  records.  He  will  log  out  BT  to  appropriate 
branch.  (See  para  12-3C2,  above). 
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12-4.  SOP  NUMBER  2,  GENERAL  DOCUMENT  FLOW  IM  THE  AAS. 

A.  Purpose.  The  purpose  of  this  SOP  Is  to  define 
procedures  that  will  Insure  document  control  within  AAS. 

B.  Policies. 

1.  Transaction  coding  and  MPR<J/PFR  posting. 

a.  SIDPERS  transactions  and  records  posting  will 
be  Initiated  by  AAS  personnel  if  the  action  Is  not  the 
responsibility  of  another  branch/section  In  the  PPSD. 

b.  SIOPERS  transactions  will  be  prepared  lAW  DA 

Pam  600-8-2. 

c.  MPRJ  posting  will  be  accomplished  lAW  AR  640- 
10  and  AR  640-2-1. 

d.  PFR  posting  will  be  processed  lAW  AR  37-101-1 
and  AR  37-104-3. 

2.  The  OAR  will  be  prepared  lAW  paragraph  2-5, 
thi s manual . 

3.  The  PPAB  Is  responsible  for  maintaining  BT  control 
within  the  branch. 

4.  SIDPERS  output  reports. 

a.  SIOPERS  suspense  notice  actions  will  be 
accomplished  lAW  steps  20-31,  procedure  4-32,  DA  Pam  600-8-2. 

b.  When  processing  Is  complete,  the  report  will 
be  retained  until  the  update  report  Is  received. 

C.  Operating  Procedure.  The  AAS  performs  duties  as 
outlined  In  Chapter  4,  DA  Pam  600-8  and  paragraph  3-4K,  this 
manual,  to  Include  casualty  reporting  and  ETS  separations  plus 
related  personnel  actions  and  affairs.  The  following  narrative 
Illustrates  the  dociment  flow  and  control  procedures  for  the  AAS 
as  outlined  In  Appendix  A: 

. 1.  The  PPAB  BT  control  clerk  will  receive  the  action 

I BT  and  verify  that  all  listed  documents  and  records  are  attached. 

I If  not,  coordinate  with  the  forwarding  branch  to  resolve  any 

[ deficiency.  When  correct,  log  In  the  BT  and  determine  which  AAS 

I clerk  has  responsibility  for  processing  the  action. 

i 
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2.  The  action  clerk  will: 

a.  Review  the  docunents  to  determine  appropriate 

action. 

b.  Request  the  records,  if  they  are  required  to 
process  the  action.  It  Is  important  to  note  that  the  clerk  does 
not  have  to  request  records  for  every  action  on  the  BT.  The 
clerk  may  request  only  the  number  of  records  that  he  feels  he  can 
process  at  that  time.  The  action  BT  Is  suspensed  until  the 
record  BT  Is  received.  Once  the  record  BT  Is  received  and  logged 
by  the  control  clerk,  the  action  clerk  will  delete  the 
appropriate  actions  from  the  action  BT  lAU  paragraph  12-3B1, 
above.  When  all  the  actions  have  been  deleted  from  the  action 
BT,  It  will  be  routed  through  the  BT  control  clerk  and  returned 
to  OCRB.  The  actions  and  records  on  the  record  BT  will  then  be 
processed  as  outlined  In  paragraph  2c,  below.  If  only  part  of 
the  actions  were  transferred  to  the  record  BT,  then  the  balance 
of  the  action  BT  Is  suspensed  pending  receipt  of  requested  MPRJ 
and  the  actions  on  the  record  BT  are  processed  lAU  paragraph  2c, 
below. 

c.  Determine  whether  the  action  Is  an  Initial  or 
an  Indorsed  document.  When  It  Is  an  Initial  action,  then  process 
per  paragraph  2d,  below;  If  not,  process  per  paragraph  2e,  below. 

d.  Determine  who  Is  the  approving  authority  for 
the  Initial  action.  If  the  approving  authority  Is  either  a board 
or  higher  headquarters,  the  clerk  will  process  the  action  lAW  the 
appropriate  personnel  procedure,  maintain  a suspense  file  and 
forward  necessary  correspondence  to  the  AAS  supervisor.  If  the 
Initial  action  can  be  approved  locally.  It  Is  processed  lAW 
paragraph  2e,  below. 

e.  If  the  action  has  been  approved/disapproved, 
recommenoeu/not  recommended  and/or  can  be  approved  locally,  the 
clerk  muSb  determine  the  approval  status  and  the  Individual's 
eligibility.  If  the  action  was  or  Is  approved/ recommended  and 
the  Individual  eligible,  the  clerk  will  complete  the  action  and 
prepare  an  RFO,  when  appropriate.  For  those  actions  requiring  an 
RFO,  the  clerk  will  place  one  copy  In  the  record  and  forward  the 
remaining  copies  to  the  orders  section.  The  the  records  will  be 
held  In  a suspense  file  until  the  orders  are  received.  Once  the 
published  order  is  received,  the  clerk  will  Inventory  orders 
against  actions  on  the  BT.  When  there  are  actions  past  due  the 
established  suspense,  the  clerk  will  Immediately  notify  his 
supervisor,  who  will  resolve  the  BT  suspense  discrepancy  with  the 
DCRB.  When  there  are  outstanding  actions  on  the  BT  that  still  do 
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not  have  published  orders,  the  clerk  will  take  iminediate  action 
to  locate  the  orders  and  then  continue  processing.  If  he  cannot 
locate  the  orders,  the  clerk  will  notify  his  supervisor.  When 
there  is  a requirement  for  SIDPERS  input,  the  clerk  will  make  the 
necessary  transactions.  All  documentation  on  the  BT  are 
assembled  and  forwarded  to  the  supervisor  for  review. 

f.  If  the  action  was  or  is  not  approved/ recom- 
mended and/or  the  individual  is  not  eligible  the  clerk  will 
complete  the  action  and  prepare  an  indorsement,  when  appropriate. 
For  those  actions  requiring  SIDPERS  input,  the  clerk  will  make 
the  necessary  transactions.  All  documents  on  the  BT  are 
assembled  and  forwarded  to  the  supervisor  for  review. 


3.  The  AAS  supervisor  will: 


completeness. 


a.  Check  each  action  and  BT  for  accuracy  and 


b.  Resolve  any  late  suspense  actions  with  the 


c.  Forward  the  BT,  action  documents,  records, 
indorsements,  cover  letters,  RFOs  and/or  SIDPERS  transactions  to 
the  BT  control  clerk. 

4.  The  PPAB  BT  control  clerk  will: 

a.  Verify  that  all  listed  documents  and  records 
are  attached  and  that  the  BT  is  properly  annotated,  when 

requi red. 

b.  Forward  BT  with  SIDPERS  transactions  to  the 
SQIB  and  those  without  to  the  OCRS. 

12-5.  REFERENCES. 

A.  AR  37-101-1. 

B.  AR  37-104-3. 

C.  AR  360-5. 

D.  AR  600-10. 

E.  AR  640-2-1. 

F.  AR  640-10. 
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NOTE  #1:  DA  Forms  368A  should  not  be  prepared  for  the  following  transactions, 
(unless  they  are  already  on  the  SIDPERS  data  base  and  the  need  exists  to  update 
only  the  MMPF) , based  on  the  fact  JUMPS  Input  Is  generated  by  S/J  Interface 
(tmlt  Input;  l.e. , duty  status  changes  not  Included): 


ACM/CMIP 

AUTH/FDP 

STOP/2 

AIM/DEC 

STOP/FDP 

ST  OP/3 

ADM /DUAL 

AUTH/FLY 

STOP /PRO 

ADM/ETS 

STOP /FLY 

AUTH/SP 

Aim/NAME 

AUTH/FLYNC 

AUTH /PI 

ADM/PEBD 

STOP/FLYNC 

AUTH/PIA 

ADM/PRUN 

AUTH/HOSP 

AUTK/PICC 

ADM/RET 

STOP/HOSP 

AUTH /P  ID 

ADM/SEP 

AUTH/JUMP 

AUTH/PIR 

ADM/SEX 

STOP /JUMP 

AUTH /P  2 

ADM/SSAN 

AUTH /LEPER 

AUTH/P2A 

AUTH/DEMO 

ST OP /LEPER 

AUTH/P2B 

ST  OP /DEMO 

AUTH/MED 

AUTH/P2C 

AUTH/DENT 

ST  OP /MED 

AUTH /P  3 

STOP /DENT 

AUTH /OPT  OM 

AUTH/P3A 

AUTH/DIVE  1 

ST  OP /OPT  OM 

AUTH/P3B 

STOP /DIVE  1 

AUTH/RESP 

AUrH/P3C 

AUTH/DIVE  2 

STOP/RESP 

AUTH/P3RS 

STOP /DIVE  2 

AUTH /S  DP 

AUTH/P3S 

AUTH/DIVE  3 

STOP/SDP 

AUTH/P3R 

STOP /DIVE  3 

AUTH /VET 

STOP /PRO 

AUTH/DIVE  4 

STOP /VET 

ARV/PCS 

STOP /DIVE  4 

AUTH/1 

DEP/PCS 

AUTH/DIVE  5 

AUTH/2 

PROM/E04 

STOP /DIVE  5 

AUTH/3 

REDU/E04 

AUTH/ESD 

AUTH/SP 

PROX 

STOP/ESD 

STOP /I 

REDX 
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INTRODUCTION 

1-1.  bENFRAL.  The  timetable  for  worldwide  Consolidation  of  Military 
Pay  and  Personnel  (COPPER)  functions  has  a significant  impact  on  each 
COPPER  site.  Therefore,  it  is  Imperative  that  commanders  and  managers 
at  each  applicable  headquarters  take  positive  action  to  insure  that 
established  milestone  dates  (Appendix  A)  are  accomplished  as  sched- 
uled. The  term  "DA  Proponent"  is  synonymous  with  the  term  "COPPER 
Proponent. " 

1-2.  PURPOSE.  To  provide  procedural  guidance  for  the  commander  to 
convert  from  his  present  Finance  and  Accounting  (FAO) /Military  Person- 
nel Office  (MILPO)  configuration  to  the  COPPER  organization. 

1-3.  APPLICABILITY.  This  conversion  process  is  applicable  to  the 
establishment  of  COPPER  at  all  proposed  sites. 

1-4.  CONVERSION  CONCEPT. 

a.  Converting  simply  consists  of  consolidating  military  pay  and 
military  personnel  functions  with  an  operational  SIDPERS/OUMPS-Army 
Interface  Element  under  the  operational  control  of  a single  manager. 

b.  Formal  procedures  and  disciplines  provided  for  in  JUMPS-Aini\y 
regulations  and  the  DA  Pam  600-b  series  and  COPPER  User  Manuals  will 
be  used  during  the  conversion.  In  the  SIDPERS/JUMPS-Arii\y  interface 
environment,  computer-generated  transactions  will  be  processed  lAU  the 
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UA  Mam  60U-b  series.  After  an  appropriate  edit,  JUMPS-Anny  trans- 
actions produced  by  the  SIDFERS/JUMrS-Anny  interface  will  be  used  as 
live  input  to  the  JUMFS-Army  data  base. 

c.  The  conversion  site  commander' s principal  advisor  during  the 
conversion  to  a FFSO  is  the  Field  Project  Officer  (FPO).  The  princi- 
pal duties  of  the  FPU  are  outlined  in  Appendix  0.  Depending  on  the 
population  served,  one  individual  may  not  be  capable  of  handling  all 
the  coordination  necessary  to  effectively  implement  COPPER.  Should 
the  commander  feel  the  necessity  for  a larger  coordinating  body,  ^ 
Conversion  Steering  Oroup  (CS(i),  may  be  appropriate.  The  CSO  would 
provide  local  expertise  and  guidance  to  the  Commander  and  the  FPO.  A 
CSlj  may  consist  of  the  following  staff  elements: 

1.  Chief  of  Staff  (Chairman) 

1.  FPO  (Deputy  Chairman) 
i,  Ol/UPCA 
4.  AO 

b.  Finance  Officer 
b.  Personnel  Officer 
7.  DPU/MISO 
b.  Engineer 
9.  OCE 

10.  Comptroller 


i 

\ 
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11.  Civilian  Personnel  Officer 

The  responsibilities  of  the  CSG  will  be  determined  by  the  Conversion 


Site  Commander. 

d.  Immediately  upon  notification  that  his  installation/ 
division  is  scheduled  for  COPPER,  the  commander  will  appoint  a FPO  and 
report  the  appointee's  name,  rank,  mailing  address  and  duty  phone 
number  to  both  the  DA  Proponent's  and  the  Major  Command's  (MACOM)  Con- 
version Project  Managements  (CPM). 

e.  MACOMs  will  be  assigned  the  following  responsibilities: 

1.  Appoint  a CPM. 

2.  Monitor  installation/ division  conversion. 

3.  Insure  representatives  be  present  during 
both  pre-  and  post-conversion. 

1-b.  MILESTONE  SCHEDULE.  The  milestone  schedule  at  Appendix  A will 
be  converted  to  calendar  dates  upon  selection  of  the  conversion  site 
and  date  (C-Day).  Checklists  included  in  this  guide  are  provided  to 
assist  the  site  in  planning  for  consolidation.  The  site  selected  will 
participate  in  the  development  of  the  schedule.  When  C-Day  is  sched- 
uled, the  date  should  correspond  to  the  first  Monday  after  the  cut-off 
date  for  monthly  JUMPS-Army  input.  The  calendar  schedule  will  be 
used  by  the  site  to  control  conversion  and  status  reporting. 


1-6.  SLIPHAbE.  Critical  events  (i.e.,  "go/no-go"  decision  points) 
must  be  continuously  monitored  for  slippage.  Failure  to  meet  any 
critical  event  on  schedule  could  delay  subsequent  events.  If  a deter- 
mination is  made  that  slippage  is  occurring,  the  CPM  should  be  noti- 
fied so  resources  can  be  rescheduled. 

1-7.  UEVIATIUMS.  With  the  exception  of  local  options,  deviations 
from  the  prescribed  conversion  schedule  are  not  authorized  without  the 
express  approval  of  the  DA  Proponent.  Requests  for  exception  to  es- 
tablished policy  will  be  fully  justified  and  forwarded  through  command 
channels  to  the  OA  Proponent. 

1-0.  PROLIFERATION  SCHEDULE.  A formal  proliferation  schedule  will  be 
distributed  by  other  media. 
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d-l.  PURPOSE.  To  establish  policy  that  Insures  timely  and  orderly 
conversion  to  COPPER  without  disruption  of  pay  and  personnel  services 


to  the  soldier. 


2-Z.  APPLICABILITY.  The  policies  specified  In  this  section  are  ap- 
plicable to  each  level  of  command. 
iJ-a.  POLICIES. 

a.  Ouring  conversion*  parallel  operations  are  not  required 
between  the  present  FAO/MILPO  configuration  and  that  of  the  COPPER 
organizatl on. 

b.  Before  conversion,  the  Site  Conmander  will  Insure  that: 

(1)  Personnel  and  finance  offices  are  serving  a common  popula- 
tion and  each  soldier  has  a Personal  Financial  Record  (PFR)  and  Mili- 
tary Personnel  Records  Jacket  (MPRJ). 

(2)  Common  PFR  and  MPRJ  data  elements  have  been  reconciled. 

(3)  Personnel  assigned  to  the  PPSD  received  sufficient  orienta- 
tion and  training. 

c.  Conversion  to  COPPER  Is  given  wide  dissemination  through 
command  Information  channels  so  that  each  soldier  Is  aware  of  the  new 
procedures,  emphasizing  the  commander's  responsibilities  under  COPPER. 
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RESPOHSIBILITIES 

3-1.  APPLICABILITY.  Responsibilities  identified  in  this  section  are 
applicable  to  COPPER  conversion. 
i-i.  RESPOHSIBILITIES. 

a.  OA  Proponent  for  COPPER: 

(1)  Appoint  a CPN  to  monitor  the  overall  conversion  to  COPPER. 

(2)  Form  Advance  Liaison  Teams  (ALT)  for  initial  contact  with 
the  conversion  site. 

(3)  Schedule,  coordinate  and  conduct  SIDPERS  and  JUMPS-Anqy 
data  base  reconciliation.  Form  reconciliation  teams. 

(4)  Form  and  provide  technical  assistance  to  the  Conversion 
Assistance  Teams  (CAT)  which  will  visit  the  conversion  site  for  the 
purpose  of  assisting  the  conversion  site  commander  to  implement 
COPPER. 

(b)  Assist  conversion  site  in  obtaining  critical  personnel 
shortages. 

(6)  Arrange  for  initial  yu-day  supply  of  COPPER  unique  forms  to 
the  conversion  site  and  provide  basic  issue  of  COPPER  User  Manuals. 

(7)  Coordinate  all  liaison  visits  with  NACOMs  and  conversion 

site. 

(U)  Develop  conversion  site  schedule  and  monitor  overall 
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progress 


(i^)  Update  all  finance/personnel  regulations  to  Incorporate 
COHPER  procedures  and  military  pay/personnel  procedures  Into  one 
document. 

(lu)  Form  quality  assurance  teams  tor  post-validation  of 
conversion  sites. 

b.  MACOM  Commanders: 

(1)  Schedule  command  activities  to  provide  minimum  interference 
witn  conversion  schedule. 

(ii)  Monitor  by  CHMs  of  the  conversion  activities  of  the  MACOM 
installati ons. 

c.  Commander,  ADMINCEN: 

(1)  Provide  training  programs  for  conversion  team  key  personnel 
that  will  encompass  the  doctrinal  and  procedural  guidance  for  COPPER 
as  it  is  designed  to  function  at  the  division/installation  level. 

U)  Will  be  responsible  to  revise/ update  training  programs 
following  the  first  few  site  conversions. 

(3)  Prepare  resident  instruction  and  incorporate  COPPER  into 
the  USAIA  curriculum. 

d.  Commander,  Conversion  Site: 

(1)  Provide  complete  support  for  COPPER  during  the  conversion 


and  sustained  operations. 


{Z)  Insure  that  all  personnel  attend  Initial  CUHPCR  training. 

(3)  Establish  a program  to  train  replacement  personnel. 

(4)  Provide  sufficient  computer  time  for  SIOPERS/JUMPS  recon- 
ciliation and  normal  operations. 

(5)  Establish  a comprehensive  means  of  monitoring  performance 
of  the  PPSU. 

(b)  Insure  that  all  commanders  and  staff  become  familiar  with 
capabilities  of  COPPER  and  provide  required  support  on  a timely  basis, 
when  tasked. 

(7)  Insure  that  any  deficiencies  noted  by  inspection  or  assist- 
ance teams  are  corrected. 

(b)  Provide  necessary  administrative  and  logistical  support  to 
COPPER  Conversion  Teams  (See  Appendix  C). 

(b)  Appoint,  when  necessary,  a local  CSO  to  provide  local 
expertise  and  guidance  for  a smooth  transition  to  COPPER  (See 
Appendix  F). 

(10)  Appoint  a FPO. 

(11)  Provide  adequate  facilities  for  COPPER  organization  (See 
Appendix  H). 

(!<:)  Provide  personnel  and  equipment  resources  to  the  maximum 
extent  possible  to  staff  and  equip  the  proposed  organization  (See 
Appendix  E). 
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(13)  Guidance  pertaining  to  an  Information  program  Is  contained 
In  Appendix  G.  Informational  briefings  will  be  given  to  units  prior 
to  conversion.  Briefings  are  to  be  Included  In  divislon/lnstallatlon 
milestone  schedules. 

(14)  Request  for  separate  USSN  for  dIvIslon/COSCOM  will  be 


prepared,  If  required. 
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RESH  * 

ACT  TASK.  C-lbO 

R Notification  to  Site.  X 

S Appoint  FRO.  X 

S Establish  contact  Mith  CRM  X 

(Chapter  1). 

S Establish  CSli  (Appendix  F).  X 

R Forward  User  Manual  and  X 

Conversion  (iulde  to  FRO. 

S Designate  C.  RRSO.  X 

S Rrogram  C,  RRSD  resident  X 

finance  training  If  he  Is 
A(i  officer. 


Legend:  R - DA  Rroponent  for  CURRER 
S - Conversion  Site 
X - Initiate/Monitor  Task 
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ACT  TASK 


C-lbU  C-12U  C-90  C-t»U  C-3U  C-DAY 


ALT  visit  site. 

Identify  COPPER  unique 
Printing  Requirements. 

Prepare  Requisitions 
for  Forms. 

Develop  Conversion 
Schedul es/MI 1 estones . 

Develop  Movement  Plans 
(Appendix  j). 

Co-locate  Personnel /Finance 
Inprocessing  Sections. 
Reconcile  common  data  ele- 
ments during  Inprocessing. 

Determine  space  require- 
ments and  location  of 
PPSD.  Identify  equip- 
ment requirements  and 
prepare  requisitions. 
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RESH 


ACT  TASK 

S Submit  necessary  work 

orders  for  repair/ 
construction. 

S Review  current  MTOE/TDA. 

Slot  assets  Into  COPPER 
MTOE/TUA.  Identify  key 
PPSO  personnel.  Insure 
all  personnel  requisi- 
tions are  current. 


C-lbU  C-1<:0  C-90  C-t>U  C-SU  C-OAY 
X X X X X X 
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RESP 

ACT 

P/S 

S 

S 

S 

s 

s 

s 
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TASK  C-120  C-90 

Conduct  Records  Reconciliation.  X X 


Correct  applicable  data 
bases/ records. 

Prepare  civilian  job.  X X 

Identify  personnel  to  be  XX 

trained  by  CAT. 

Request  USSN  from  USAFAC  and  X X 

identify  finance  deputies. 

Conduct  In  Progress  Review.  X 

Initiate  General  Publicity  X X 

Program  (Appendix  G). 


C-bU 

X 


X 

X 

X 


X 


C-3U  C-UAY 
X X 


X 


X X 


X X 
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ACT  TASK 


Contact  Labor  Union,  if 
applicable. 

MILJ'O/FAO  brief  personnel 
on  conversion  to  COPPER. 

Establish  new  DA  Form  12- series. 
Pinpoint  accounts  for 
publicati ons. 


c-yu  C-bU  C-3U  C-UAY 


RESP 

ACT 

S 


S 

S 

S 

S 

S 

S 


TASK 

Conduct  In-progress  review. 

Initiate  publicity  program 
(Appendix  (i). 

Distribute  user  manuals  to  key  personnel. 

Prepare  SOPs  and  LOIs 

Verify  security  clearance. 

Identify  training  facility. 

Publish  training  schedule. 

MILPO/FAU  conduct  cross-training  for 
key  personnel. 

Review  G- table/payroll  number  require- 
ments. Review  and  update  SIbPERS 
Reports  Schedule  and  distribution. 

Insure  all  ppSD  personnel  are  placed 
on  uyx  and  E9X  payroll. 


C-bO  C-3U  C-OAY 
X 


X 

X 

X 

X 

X 

X 


X i , X 


RESt* 


ic 


ACT  TASK 

H Recommend  SIDPERS/JUMHS  inhl biters  be 

lifted. 

H Conduct  COFHER  training. 


RESP 

ACT 

S 


S 

S 


TASK 

Zero  balance  records  and  insure 
accountability. 

Revise  organization  and  functions 
manual . 

Establish  telecommunications  support. 
Orient  workers  on  new  environment. 


C-30 

X 


X 

X 


C-UAY 

C-7 


X 

X 


RESP 


I 

L* 


ACT  TASK 

H Validate  the  S/J  interface. 

H Complete  conversion  checklist. 

S Conduct  physical  move  into  facilities. 

S Conduct  commanders  conference. 

S Assign  new  SIDPERS  originator  codes  for  PPSD 

personnel . 

S Supervisors  conduct  follow-on  training. 

S Begin  PPSD  operations. 

P CAT  visit. 


C-DAY 

C-7 

C-7 

C-3 


C-7 

C-7 


C-7 

C-DAY 

C-7  to  C+15 


I 

ii 
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APPENDIX  B - CONVERSION  PROJECT  MANAbER 


APPENDIX  B - CONVERSION  PROJECT  MANAbER 

1.  PURPOSE.  This  appendix  Identifies  the  responsibilities  and 
functions  of  the  Conversion  Project  Manager  (CPM). 

2.  bENERAL.  CPMs  are  designated  by  the  DA  to  monitor  a specified 
number  of  conversion  sites  and  to  assist  in  the  timely  conversion  and 
proliferation  of  COPPER. 

3.  RESPONSIBILITIES.  The  responsibilities  of  the  CPM  are  to  serve  as 
the  DA  Proponent's/MACOM's  Point  of  Contact  (POC)  and  to  monitor  pro- 
liferation progress  of  his  assigned  conversion  sites. 

4.  FUNCTIONS. 

a.  As  the  DA  Proponent  POC,  the  CPM  will: 

(1)  Establish  contact  with  the  FPO  as  soon  as  possible  after 
Identification  by  the  conversion  site  cotnnander. 

U)  Upon  request  from  the  FPO,  provide  advice  and  assistance  in 
problem  resolution. 

(3)  Monitor  conversion  progress,  identify  potential  problem 
areas,  and  volunteer  advice  and  guidance  to  the  FPO. 

(4)  Furnish  all  user  documentation  to  FPO  and  request  identifica- 
tion of  printing  requirements  for  the  conversion  site. 

(b)  Require  FPO  to  submit  requisitions  for  initial  bu-day  supply 
of  COPPER-unique  forms, 

b.  As  the  MACOM  POC,  the  CPM  will: 
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(1)  Report  the  proliferation  progress  of  the  conversion  sites  he 
is  monitoring. 


(2)  Identify  potential  problem  areas  which  might  Impact  upon 
milestone  schedules  and  make  recommendations  as  to  solutions. 
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APPENDIX  C - COPPER  COMVERSION  TEAMS 


1.  PURPOSE.  To  outline  the  responsibilities  and  duties  of  the 
various  teams  that  will  assist  each  conversion  site  In  a smooth 
transition  to  a COPPER  configuration. 

<!.  bENERAL. 

a.  In  order  to  effect  a smooth  transition  to  COPPER,  It  Is 
necessary  that: 

(1)  The  present  SIOPERS  and  JUMPS-Anqy  configuration  be  operating 
within  prescribed  DA  standards. 

Common  data  elements  of  the  SIOPERS  and  JUMPS-Amy  data  bases 
be  reconciled. 

(3)  Certain  actions  be  accomplished  at  particular  times  during 
the  conversion  process. 

(4)  The  various  teams  be  prepared  to  assist  conversion  site  per- 
sonnel within  the  team's  respective  areas  of  expertise. 

b.  Each  team  will  document  their  trips  In  writing  with  copies 
furnished  to  the  DA  Proponent;  MACOM,  Conversion  Site  Commander;  and 
other  activities  as  required. 

c.  The  FPO  will  provide  logistical  and  administrative  support  for 
visiting  teams. 

3.  TYPES  OF  CONVERSION  TEAMS. 

a.  Advance  Liaison  Team  (ALT)  (Annex  1,  App  C). 
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b.  SIOPERS  and  JUMHS-Arn\y  Reconciliation  leans  (Annex  App  C). 

c.  Conversion  Assistance  Teams  (CAT)  (Annex  3,  App  C). 


4.  RESPONSIBILITIES. 

a.  The  bA  Proponent  will  coordinate  the  visit  of  all  teams  with 
the  Conversion  Site  Connander  and/or  the  FPU,  and  the  applicable  HACOM 
CPH. 

b.  Team  Leader,  Conversion  Team: 

(1)  Coordinate  detailed  administrative  and  logistical  support 
directly  with  the  FPU. 

(^)  Coordinate  travel  arrangements. 

(3)  Uetemlne  uniform  requirements. 

) (4)  Coordinate  billeting. 

(b)  Coordinate  transportation  requirements  at  conversion  site 
when  rental  car  Is  not  authorized. 

(b)  Provide  FPU  with  sufficient  Information  to  prepare  detailed 
Itinerary  for  team. 


f 

b. 

FPU: 

! 

(1) 

Provide  administrative  support  when  required  as  follows: 

i 

1 

F 

5- 

(a) 

Office  space. 

(b) 

Local  and  AUTOVON  telephone  access. 

a . 

(c) 

Clerical  support. 

(d) 

Office  equipment  and  supplies. 

* * 

• 
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(e)  Conference  area. 

Vii)  When  purpose  of  team  Is  to  conduct  briefings;  provide 


briefing  area  and  training  aids  (projectors,  i'A  system,  etc. 


). 


(3)  Provide  a^y  other  CUPPER  related  support  requested  by  the 


team  as  necessary. 


ANNEXES:  1 - Advance  Liaison  Teams 

z - SIUPERS  and  JUHPS-Anqy  Reconciliation  Assistance  Teams 
3 - Conversion  Assistance  Teams 


f, 
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AUMEX  1 (Advance  Liaison  Team)  to  Appendix  C (COJ^PER  Conversion  Teams) 
1.  HURHUSE.  The  Advance  Liaison  Team  (ALT)  provides  initial  formal 
information  and  guidance  to  the  Conversion  Site  Commander. 

(i.  bERERAL.  The  ALT  Is  a formally  organized  UA  Proponent  briefing 

team. 

a.  Composition:  The  ALT  will  be  composed  of  Individuals  who  are 
completely  knowledgeable  of  the  COPPER  concept  of  operation,  organize- 
tion  and  conversion  plan.  Each  Individual  should  have  a general 
understanding  of  the  detailed  COPPER  operating  procedures.  As  a mini- 
mum, the  team  will  consist  of: 

(1)  Team  Leader,  who  could  be  the  OA  Proponent  CPM  for  the  con- 
version site. 

(^)  Briefing  Teams  - One  officer  will  be  designated  as  the  pri- 
mary briefing  officer  and  one  officer  or  noncommissioned  officer  as 
assistant  briefing  officer. 

b.  Responsibilities. 

(1)  Brief  the  following  personnel: 

(a)  Commander  and  staff  of  the  Conversion  Site. 

(b)  Finance  Officer,  Military  Personnel  Officer  and  their  key 
supervisors. 

(c)  Subordinate  Commanders,  First  Sergeants,  and  Personnel  Staff 
NCO's  (PSNCO). 
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(d)  Civilian  Personnel  Office  representatives. 

(e)  FPO. 

(f)  DPI/MISO  representative. 

(g)  Other  personnel  designated  by  the  Conversion  Site  Coenander. 
{Z)  Provide  the  FPO  with  copies  of  the  COPPER  user  manual  and 

arrange  for  subsequent  delivery  of  90  day  supply  of  COPPER  - unique 
forms  and  additional  copies  of  the  user  manual. 
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ANNEX  Z (SIDPERS  and  JUMPS>Arn\y  Reconciliation  Teams)  to  Appendix  C 
(COPPER  Conversion  Teams) 


1.  PURPOSE.  To  insure  that  the  SIUPERS  and  JUMPS-Anqy  automated 
files  are  reconciled  and  to  advise  conversion  site  representatives 
about  procedures  for  reconciling  records. 

2.  TEAM  COMPOSITION.  A SIUPERS/JUMPS-Anqy  Reconciliation  Team  will 

f ~ 

be  organized  for  each  PPSD.  Each  team  will  include  a DA  Proponent 
representative  and  one  SIDPERS  specialist  and  one  JUMPS-Anqy 
specialist  from  the  conversion  site.  I 

4.  RESPONSIBILITIES.  ] 

i 

a.  UA  Proponent  will  coordinate  the  SIDPERS  and  JUMPS-Anqy  recon-  | 

i 

dilation  with  the  conversion  site.  | 

b.  Conversion  Site  Finance  Officer  and  Military  Personnel  Officer 
will: 

(1)  Correct  all  possible  deficiencies  Identified  by  the  SIDPERS 
and  JUMPS-Anny  Reconciliation  Team. 

(2)  Continue  reconciliation  of  SIDPERS  and  JUMPS-Amor  data  bases 
until  records  are  in  agreement. 

(3)  Submit  corrective  action  reports  to  DA  Proponent/MACOM  CPM 
and  FPO. 


5.  RECONCILIATION  OF  DATA  BASES.  Personnel  and  procedural  require- 
ments and  guidance  concerning  the  reconciliation  of  the  SIOPERS/JUMPS- 
Am\y  data  bases  is  contained  in  Appendix  K. 
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ANNEX  3 (Conversion  Assistance  Teams)  to  Appendix  C (COPPER  Conversion 
Teams) 

1.  PURPOSE.  To  provide  assistance  for  conversion  and  training  to 
personnel  assigned  to  the  PPSO,  to  conduct  a preconversion  checklist, 
and  to  recommend.  If  appropriate,  lifting  of  the  SIDPERS/JUMPS-Anqy 
Interface  Inhibitors. 

2.  GENERAL.  The  Conversion  Assistance  Team  (CAT)  Is  established  by 
the  DA  Proponent.  The  CAT  is  composed  of  two  teams  of  three  members 
each  who  are  trained  In  CUPPER  and  automated  systems  procedures. 

3.  FUNCTIONS. 

a.  On  or  about  C-45  days.  The  CAT  will: 

(1)  Conduct  an  entrance  Interview  with  the  site  commander  or  his 
representative. 

(2)  Conduct  a detailed  review  of  conversion  progress  to  date. 

(3)  Provide  assistance  and  guidance  for  recommended  courses  of 
acti on. 

(4)  Conduct  training  for  personnel  assigned  to  the  PPSD. 

lb)  Recommend  that  the  SIDPERS/JUMPS-Arn\y  Interface  Inhibitors  be 
removed. 

(b)  Conduct  exit  Interview  and  provide: 

(a)  Copy  of  findings  recorded  on  the  pre- conversion  checklist. 

(b)  Any  general  observations  which  may  not  be  specifically 
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addressed  In  the  checklist,  but  which  In  the  opinion  of  the  Team 
Leader  should  be  brought  to  the  commander's  attention. 


b.  On  or  about  C-7  through  C+15. 

(1)  Conduct  an  entrance  Interview  with  the  commander  or  his 
representative. 

(2)  Complete  the  Conversion  Checklist  (Figure  1). 

(3)  Insure  that  output  f''om  the  SIDPERS/JUMPS-Army  Interface 
program  Is  satisfactory. 

(4)  Assist  the  Chief,  PPSD,  In  completing  conversion  to  the 
COPPER  configuration. 

(6)  Advise  FPO  and  CPM  If  conversion  site  Is  In  « "No  Go"  con- 
dition and  recommend  course  of  action. 

(b)  Remain  at  conversion  site  for  approximately  two  weeks  after  C 
day  and  assist  Chief,  PPSD,  In  resolving  COPPER  related  problems. 

(7)  Conduct  exit  briefings  with  commander  or  his  representative. 

c.  After-action  reports  will  be  prepared  by  CAT  leader.  Reports 
will  list  achievements,  problems,  and  other  Items  of  Interest.  Re- 
ports should  be  submitted  to  DA  Proponent  and  MACOM  CPMs,  conversion 
site  commander  and  other  activities  as  determined  by  CAT  leader. 

Figure  1 - Conversion  Checklist 
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DATE; 


COPPER  CONVERSION  CHECKLIST 
ORGANIZATION:  ' 


1.  Has  the  site  received  Its  Initial  distribution  of 
all  COPPER  user  materials?  If  no.  what  forms  are 
missing  and  when  are  they  due? 


YES  NO 


a.  Has  the  local  Publications  Officer  received  a 
request  for  automatic  resupply  of  COPPER  forms? 

b.  Does  the  site  have  sufficient  copies  of 
existing  regulations  and  forms  (OA  Pam  6UO-b, 

AR  37>1U1>1,  etc.)  to  operate  COPPER  facility? 

2.  Has  local  Publications  Officer  discontinued 
stocking  forms  that  have  been  replaced  by  COPPER 
forms? 

3.  Has  the  site  received  their  training  manuals 
and  handouts?  If  no,  what  Is  missing  and  when 
Is  It  due? 


YES  NO 


4.  Have  the  satellite  units.  If  any,  bean  told  about 
COPPER  and  the  Impact  upon  them?  If  yes,  list  below. 


SATELLITE  UNIT 


LOCATION 


b.  Has  action  been  taken  to  stabilize  key  personnel 
assigned  or  to  be  assigned  to  the  PPSU? 

6.  Contact  each  of  the  following  and  Informally 
determine  If  they  are  aware  of  conversion  procedures. 

a.  FPO 

b.  Personnel  Officer 

c.  Finance  Officer 

d.  AO 

e.  Comptroller 

f.  Chief  of  Staff 

g.  (il/DPCA 

h.  CPO 

1.  OPI/MISO 

j.  Civilian  Labor  Union  representative 
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7.  Review  COHRtR  staffing.  Are  there  any  critical 
positions  which  have  not  been  filled?  If  yes,  what 
are  the  positions  and  when  can  they  be  filled? 


b.  Review  actions  being  taken  to  reconcile  data  bases 
prior  to  conversion.  Conments:  


b.  Review  additional  equipment  needs.  Are  ar\y  critical 
Items  of  equipment  missing?  If  yes,  what  action  has 
been  taken  to  obtain  It  and  when  will  It  arrive? 


lU.  Inspect  proposed  facility, 
a.  Is  floor  space  adequate? 

' b.  Is  It  easily  accessible  to  troops? 

c.  Has  floor  plan  been  prepared  and  space  assign* 
ments  been  made? 

d.  Are  building  modifications  required?  If  yes, 
have  work  orders  been  submitted? 

COMMENTS: 


t ' .vM 
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YES  NO 


e.  Have  needs  for  conmunl cations  support  been 
Identified  and  work  orders  submitted? 

11.  Have  arrangements  been  made  for  security  of 
cashier's  funds?  (facilities,  safes,  etc.?) 

COMMENTS: 


IZ.  Has  publicity  program  been  Implemented  to 
overcome  resistance  to  change  and  familiarize 
personnel  with  COHPER? 

COMMENTS: 


13.  Have  personnel  designated  to  work  In 
the  PHSO  or  required  to  process  clas- 
sified reports  received  their  security 
clearance? 

14.  Uoes  proposed  PHSO  site  have  a secure 
container  for  CONFIUENTIAL  MATTER? 

COMMENTS; 


lb.  What  measures  are  being  taken  to  present  CUFHER 
training  to  personnel  not  present  for  training  by 
Conversion  Assistance  Team? 


16.  Has  survey  of  supply  requirements  been  made 
and  have  shortages  been  requisitioned? 

COMMENTS: 


17.  Has  movement  plan  been  completed?  (Attach 
a copy  to  this  checklist.)  If  no,  when  will 
It  be  completed? 


Iti.  Have  provisions  been  developed  for  follow-on 
training?  (Attach  copy  of  program  of  Instruc- 
tion.) If  no,  what  are  the  plans  for  follow-on 
training? 


APPENDIX  D - FIELD  PROJECT  OFFICER  DUTIES 


1.  PURPOSE.  The  purpose  of  the  FPO  is  to  coordinate  the  consolida- 
tion of  the  existing  finance  and  personnel  offices  into  a COPPER 
organization. 

2.  RESPONSIBILITIES. 

a.  To  Insure  that  conversion  is  accomplished  on  a timely  basis 
without  any  significant  disruption  of  service  to  the  soldier. 

b.  To  insure  that  all  required  coordination  is  effected  horizon- 
tally and  vertically  within  the  command. 

3.  GENERAL. 

a.  Each  installation  to  include  those  with  a division,  separate 
brigade  or  COSCOM  as  tenants,  will  designate  one  individual  to  serve 
as  FPO  during  the  period  of  conversion  (C-lbU  day  thru  C-i’SU  days). 

The  FPO  should  be  authorized  to  exercise  staff  supervision  over  those 
matters  impacting  upon  or  on  by  COPPER.  Reporting  channel  of  the  FPO 
during  the  conversion  period  may  correspond  to  that  of  a personal 
staff  officer  or  a special  staff  officer. 

b.  The  FPO  will  be  provided  with  all  parts  of  the  COPPER  User 
Manual.  This  Conversion  (iulde  contains  guidance,  milestones,  and 
"go/no  go"  decision  points  for  conversion.  The  FPO  may  supplement  the 
Conversion  (iuide  to  accomodate  local  actions  peculiar  to  the  conver- 
sion site.  In  development  of  his  plans  for  insuring  a successful 
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conversion,  the  FHO  must  be  specific,  document  exactly  what  must  be 
performed  and  incorporate  the  when,  why,  who  and  how  the  action  is  to 
be  accomplished. 


c.  The  FPO  serves  as: 

(1)  HOC  for  the  conversion  site. 

(2)  The  Deputy  Chairman  of  the  CSO,  if  organized,  whose  duties 
are  to: 

(a)  Insure  the  various  members  of  the  CSU  coordinate  with  each 
other  in  regard  to  their  respective  conversion  activities. 

(b)  Provide  periodic  updates  on  conversion  progress  and  recommend 
courses  of  action. 

d.  The  FPO  should  be  provided  administrative  support  by  the  Con- 
version Site  Commander. 

4.  SPECIFIC  INSTRUCTIONS  RELATING  TO  HIS  DUTIES  ARE; 

a.  Monitor  milestone  schedule  (Appendix  A). 

b.  Administrative  and  logistics  support  to  COPPER  Conversion 
Teams  (Appendix  C). 

c.  Personnel  and  Equipment  Requirements  (Appendix  E). 

d.  Information  Program  (Appendix  u). 

e.  Facility  Requirements  (Appendix  H). 

f.  Movement  Oulde  (Appendix  J). 

g.  SlUPERS/JUMPS  Reconciliation  (Appendix  K). 


APPENDIX  E - PERSONNEL  AND  EQUIPMENT  REQUIREMENTS 
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1.  PURPOSE.  To  Identify  tasks  that  roust  be  perforroed  to  Insure  that 
the  future  PPSD  has  adequate  personnel  and  equipment  on  conversion 
day* 

2.  RESPONSIBILITIES.  Specific  responsibilities  concerning  the  per- 
sonnel and  equipment  aspects  of  converting  a COPPER  configuration  are 
as  follows: 

a.  FPO  and  Chief,  PPSD: 

(1)  Obtain  up-to-date  copies  of  the  following  documents: 

(a)  Current  MTOE/TDA  for  MILPO/FO,  annotated  with  name,  grade, 
and  MOS  of  personnel  assigned/attached. 

(b)  Proposed  TDE/TDA  for  PPSD  (Chapter  6,  COPPER  User  Manual). 

(2)  Work  with  Personnel  Officer  and  Finance  Officer  In  develop- 
ment of  a proposed  MTOE/TOA  based  upon  requirements  of  Installation/ 
division.  Use  proposed  MTOE/TDA  to  match  personnel  presently  assigned 
to  specific  positions  In  the  proposed  organization. 

(3)  Identify  actual  and/or  projected  overages  and  shortages  by 
grade  and  MOS. 

(4)  Coordinate  with  AO/Personnel  Officer  to  fill  any  critical  MOS 
shortages. 

(b)  Coordinate  with  A(i/Personnel  Officer  to  possibly  stabilize 
key  personnel  Identified  to  be  assigned  to  the  COPPER  facility. 
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(fa)  Prepare  draft  job  descriptions  for  civil  service  employees 


ii 


[where  required. 

(7)  Notify  civilian  labor  union  of  conversion  schedule  and  impact 

I upon  civilians. 

I 

\ ' (b)  Use  proposed  MTUE/TDA  to  match  equipment  presently  on  hand 

against  equipment  required  to  operate  COPPER  facility. 

(9)  Identify  overages  and  shortages  of  equipment. 

(lu)  Coordinate  with  procurement  representatives  to  fill 
equipment  shortages. 

(11)  Verify  required  security  clearances, 
b.  Force  Development: 

(1)  Provide  up-to-date  copies  of  current  MTOE/TDA. 

i 

(^)  Provide  technical  assistance  to  FPO  in  preparation  of 
proposed  MTOE/TUA. 

c.  Supply  Procurement  Representatives: 

(1)  Submit  emergency  requisitions  to  fill  critical  equipment 
i shortages. 

{Z)  Assist  FPO  in  obtaining  locally  available  equipment,  redis- 
tributing any  equipment  excesses,  and  obtaining  supplies. 
i.  Any  critical  shortages  of  equipment  or  personnel  will  be  im- 
, mediately  reported  to  the  CPM  and  regular  status  reports  will  be 

provided  by  the  FPO  concerning  progress  in  eliminating  the  shortages. 
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APPENDIX  F - CONVERSION  STEERING  GROUP 


1.  PURPOSE.  The  purpose  of  the  Conversion  Steering  Group  (CSG)  is  to  | 

provide  assistance  and  guidance  to  the  site  comnander  and  the  FPO  in  I 

anticipating  and  resolving  problems  and  assuring  proper  emphasis  for  | 

the  conversion.  This  support  is  to  insure  that  each  command  forming  a 1 

PPSD  will  accomplish  a smooth  conversion  without  disruption  of  service  | 

to  the  soldier.  i 

f 3 

\ I 

I 2.  RECOMMENDED  COMPOSITION.  Membership  of  the  CSG  should  be  flexible  ^ 

to  solve  pending  problems  in  the  most  judicial  manner.  The  Chairman 
^ \ 

I requires  flexibility  in  the  calling  of  meetings  and  in  determining  who  j 

r -j 

I is  required  to  attend  the  convening  group.  The  Chairman  of  the  CSG  \ 

^ should  be  the  installation  Chief  of  Staff  or  an  individual  with  j 

\ delegated  authority  to  provide  direction  before  conclusion  of  each  CSG 

[ meeting.  The  FPO  should  be  in  attendance  at  each  meeting  and  should 

1 

subsequently  monitor  progress  on  determinations  made  by  the  Chairman.  ! 

Listed  below  are  the  position  of  personnel  who  may  serve  as  members  of 
the  CSG: 

a.  Chief  of  Staff  (Chairman)  j 

b.  Gl/Di rector  of  Personnel  and  Community  Activities  (DPCA) 

c.  Division/InstaVlation  Adjutant  General  I 

i 

d.  Installation/Division  Finance  Officer  | 

e.  Personnel  Officer  i 
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f.  Data  Processing  Division  (DPD)/Management  Information  Systems 
Officer  (MI SO)) 

g.  Engineer 

h.  Director  of  Communication  and  Electronics/Signal  Officer 

i.  Comptroller 

j.  Field  Project  Officer  (Deputy  Chairman) 

k.  Civilian  Personnel  Officer 

3.  OENERAL.  It  is  natural  to  expect  each  element  being  affected  by 
COPPER  to  be  extremely  sensitive  to  the  impact  it  will  experience. 
Members  of  the  CSG  must  anticipate  possible  anxieties  and  reduce  fears 
by  keeping  their  subordinates  informed  of  all  actions  taken  and  sched* 
uled  and  by  requiring  that  all  elements  of  the  organization  that  are 
affected  be  informed  on  the  status  of  conversion  progress.  The  CSti 
should  also  facilitate  identification  of  those  actions  having  priority 
over  others  and  resolve  any  disputes.  The  CS6  serves  as  the  instru- 
ment through  which  identification  and  referral  to  the  commander  is 
made  of  decisions  requiring  the  commander's  evaluation  and  final 
approval /di sapproval . 

4.  RESPONSIBILITIES. 

a.  The  Chief  of  Staff: 

(1)  Chairman. 

(2)  Resolve  all  problems  presented  to  the  CSG. 
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(3)  Provide  guidance  to  CSb  members. 

(4)  Insure  that  minutes  of  each  CSb  session  are  recorded  and 
distributed  to  the  members. 

(b)  Schedule  periodic  CSb  sessions  or  convene  meetings  as 
required. 

(6)  Advise  the  commander  of  conversion  progress. 

b.  bl/DIrector  of  Personnel  and  Community  Activities  (UHCA): 

(1)  Insure  the  COPPER  organization  Is  adequately  staffed. 

(2)  Identify  and  resolve  any  major  staffing  problems. 

(3)  When  there  Is  no  AG/Adj,  the  DPCA  will  provide  printing,  pub- 
lication, administrative  and  logistical  support. 

c.  Divislon/Installatlon  Adjutant  General: 

Provide  the  services  listed  In  4b{3)  above. 

d.  Ulvislon/Installatlon  Finance  Officer: 

(1)  Insure  that  conversion  does  not  disrupt  pay  services  to  the 
soldier. 

(2)  Assist  with  preparation  of  TDA  and  civilian  job  descriptions 
pertaining  to  PPSD  supporting  Installation. 

(3)  Assist  with  preparation  of  MTOE  pertaining  to  PPSD  supporting 
Division  or  COSCOM. 

(4)  Keep  subordinates  Informed  of  conversion  progress. 

(b)  Assist  In  maintaining  reconciled  records. 
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(b)  Prepare  request  for  separate  DSSN  for  Division/COSCOM,  if 
required. 

(7)  Provide  guidance  that  if  Chief,  PPSD  is  non-finance,  receives 
training  to  serve  as  Accountable  Disbursing  Officer. 

e.  Personnel  Officer: 

(1)  Insure  that  the  conversion  does  not  disrupt  personnel  service 
to  the  soldier. 

U)  Assist  with  preparation  of  TOA  and  civilian  job  descriptions 
pertaining  to  PPSD  supporting  Installation. 

(3)  Assist  with  preparation  of  MTOE  pertaining  to  PPSD  supporting 
Division  or  COSCOM. 

(4)  Keep  subordinates  Informed  of  conversion  progress. 

(b)  Assist  in  maintaining  reconciled  records. 

f.  Data  Processing  Division/Management  Information  Systems 
Officer: 

Provide  any  required  pre-conversion  data  processing  support  to 
include  computer  time  for  JUMPS/SIDPERS  data  base  reconciliation. 

g.  Engineer:  (Reference  Appendix  H) 

(1)  Review  COPPER  facility  requirements  and  recommend  adequate 
bui1ding( s) . 

(2)  Provide  blueprints  of  selected  building(s)  to  FPO. 

(3)  Assist  FPO  in  preparation  of  plan  design. 
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(4)  Assist  FPO  in  preparation  of  work  orders. 

(6)  Perform  all  approved  repair,  maintenance  and/or  construction 


to  selectea  building(s). 

(b)  be  constantly  alert  to  those  engineer  actions  that  must 
preceae  actions  performed  by  others. 

h.  director  of  Communications  and  Electronics/Signal  Officer: 

(1)  Review  floor  plans  and  assist  FPO  in  determining 

communication  requirements. 

(id)  Assist  FPO  in  preparation  of  work  orders. 

(ii)  Install  a11  approved  communication  support. 

(4)  Coordinate  all  approved  installations  with  engineers. 

i.  Comptroller: 

(1)  Determine  local  cost  of  conversion  and  pre-conversion  budget 
and  submit  to  the  commander  for  review  and  approval. 

Vd)  Program  approved  funds. 

(^)  Monitor  execution  of  conversion  budget. 

j.  Field  Project  Officer.  (Reference  Appendix  D) 

k.  Civilian  Personnel  Officer: 

(1)  Assist  in  the  preparation  of  civilian  job  descriptions  and 
classificati ons. 

U)  Liaison  for  civilian  labor  union. 
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APPENDIX  ti  - INFORMATION  PROURAM 

1.  PURPOSE.  Since  the  conversion  to  COPPER  affects  all  military  and 
mar\y  civilian  personnel  on  post,  a viable  and  continuous  information 
program  must  be  established.  A thorough  information  program  can  aid 
in  overcoming  the  resistance  to  change  that  a major  system  such  as 
COPPER  can  generate. 

2.  SCOPE  OF  PROGRAM. 

a.  (ieneral  Conversion  Program  (starting  4 months  prior  to  C day). 
Announcement  to  division/installation  personnel  that  a COPPER  office 
will  be  established  in  four  months.  Article  should  include  history 
and  emphasize  benefits  to  the  soldier. 

b.  MILPO/FAO  Information  Program  (starting  3 months  prior  to  C 
day).  The  ALT  (Appendix  C)  will  advise  the  command  in  the  preparation 
of  a general  information  briefing  by  the  Military  Personnel  Officer 
and  the  Finance  Officer  to  clerical  personnel  assigned  to  their  re- 
spective offices,  the  publication  of  information  bulletins  advising 
personnel  of  progress  made  towards  conversion,  and  a briefing  by  the 
designated  PPSD  Chief  to  his  future  supervisors  and  clerks  on  future 
operations  in  the  new  configuration. 

c.  Troop  Information  Program  (starting  2 months  prior  to  C day). 

(1)  Pictures,  captions,  and  short  articles  on  COPPER  will  be  pro- 
vided by  the  PPSU  to  units  to  use  on  company  bulletin  boards.  Tele- 
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phone  numbers  for  the  PPSU  should  be  disseminated  as  soon  as  they  are 
available. 

(2)  Newspaper  Articles.  A series  of  articles  In  the  post  news- 
paper should  cover  all  facets  of  the  CUPPER  System.  Individual 
articles  should  Include  background  history  and  development  and  Inter- 
views with  COPPER  personnel  with  all  articles  stressing  the  Improved 
service  the  soldier  will  gain.  The  post  newspaper  should  also  feature 
photographs  of  the  conversion  site  and  question  and  answer  type 
columns. 

(3)  A command  letter  should  be  prepared  and  sent  to  all  units. 

The  letter  should  be  thorough  and  factual  with  the  benefits  to  the 
soldier  emphasized. 

(4)  Notices  should  be  placed  In  the  Daily/Weekly  Bulletin.  They 
should  give  brief  progress  reports  and  milestones  in  the  conversion 
process. 

3.  COMPOSITION  OF  PROGRAM. 

a.  Presentations  by  the  ALT  should  be  made  to  the  conversion  site 
Conmander  and  his  staff;  to  the  Personnel  Officer,  the  Finance 
Officer,  and  their  key  supervisors;  unit  commanders  and  their  first 
sergeants  and  Personnel  Staff  NCOs;  representatives  of  civilian 
personnel  office;  and  to  the  FPO.  The  presentations  should  Include 
general  type  Information  covering  the  background  and  purpose  of 
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CUPPER;  the  organization,  function,  and  operational  concepts  of  the 
PPSU;  the  milestones  for  establishment  of  a PPSO  in  a live  environ- 
ment; and  the  assistance  that  is  available  to  achieve  those  milestone 
goals. 

b.  Progress  reports  in  the  form  of  fliers  or  bulletins  should  be 
issued  periodically  by  the  FPO.  Activity  relating  to  preparation  of 
new/revised  civilian  job  descriptions  should  be  the  sole  subject  of  at 
least  one  report. 

c.  Approximately  four  weeks  prior  to  the  date  of  conversion,  the 
PPSO  Chief  should  reassemble  all  members  assigned  to  the  PPSD.  He 
should  identify  when  and  in  what  sequence  personnel  and  equipment  will 
move;  how  items  will  be  identified;  and  what  the  assigned  personnel 
will  do  while  the  movement  is  being  conducted.  Each  branch  chief  will 
hand  out  floor  plans  identifying  where  each  employee  will  be  located 
and  given  labels  to  be  attached  to  their  desks,  chairs,  etc. 
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APPENbIX  H - FACILITY  REQUIREMENTS 

1.  PURPOSE.  To  provide  procedural  assistance  for  the  selection  of 


facilities  to  accommodate  the  COPPER  organization. 

2.  bENERAL.  Facility  planning  includes  the  following  steps: 

a.  Determination  of  space  requirements. 

b.  Determination  of  equipment  requirements. 

c.  Determination  of  available  resources. 

d.  Allocation  of  resources. 

e.  Development  of  detailed  floor  plans  including  utility 
pi acement. 

f.  Coordination  with  engineering  and  comnuni cations  personnel. 

3.  SPACE  REQUIREMENTS.  The  pl\ysica1  layout  of  the  PPSD  will  be 

limited  by  the  size  and  availability  of  existing  facilities.  However,  ^ 

certain  considerations  should  be  made  to  facilitate  traffic  patterns, 
work  areas,  and  control  functions. 

a.  Develop  the  space  requirements  for  each  branch  of  the  PPSD. 

Total  these  requirements  and  add  five  percent  to  provide  for  hallways,  | 

etc.  This  total  will  then  reflect  the  square  footage  requirement.  | 

3 

Insure  consideration  is  given  any  activity  outside  the  PPSD  (e.g.,  \ 

TDA,  Disbursing  Section)  which  must  be  collocated  in  the  PPSD  | 

facility. 

b.  In  calculating  the  branch  space  requirements,  the  following 
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factors  are  recotnmended: 


(1)  square  feet  per  person  (Includes  space  for  typewriter,  I 

Individual  files,  etc.). 

(2)  In  large  branches,  allow  extra  space  for  aisleways. 

(3)  In  branches  with  more  than  lU  people,  allow  an  additional  lUU 
square  feet  for  each  additional  lb  people. 

(4)  In  branches  with  more  than  one  major  section,  allow  an 
additional  lUU  square  feet  for  each  section. 

(b)  Allow  additional  space  for  office  equipment  (e.g.,  copier 
machine,  key  punch  machine). 

Pt-  (b)  Allow  additional  space  for  functional  use  (e.g.,  distribution 

area,  large  files  areas,  waiting  area,  storage  areas,  conference  room, 

MOS  testing  area,  etc.). 

(7)  Allow  additional  space  to  provide  appropriate  sized  offices 
for  key  positions.  | 

(b)  Allow  space  for  latrines,  considering  nature  of  coed  staffing 
and  number  of  personnel  assigned  to  the  PPSU.  Size  of  facility  and 
number  of  personnel  should  also  be  considered  in  determining  the 
number  of  latrines. 

4.  EQUIPMENT  REguiREMENTS;  These  requirements  are  based  on  the 
equipment  currently  used  for  the  operation  of  the  functions  in  the 
MILPO/FO  that  will  merge  into  a PpSU. 


, 
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I b.  RESOURCES  AVAILABLE;  Obtain  current  information  on  facilities. 

Factors  to  consider  are  facility  and  relocation  cost;  type  and  size  of 
structure(s);  proximity  to  current  MILPO/FO;  access  and  availability 
to  serviced  population,  commjnlcatlons,  traffic,  parking  and  security* 
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1.  PURPOSE.  To  provide  guidance  for  the  planning,  preparation,  and 
conduct  of  the  physical  movement  required  to  convert  from  existing 
operations  to  the  CUPPER  concept. 

2.  GENERAL. 

a.  A plan  for  relocating  personnel,  equipment,  records  and  sup- 
plies should  be  completed  approximately  3U  dqys  prior  to  conversion. 
Necessary  actions  (Annex  1)  must  be  taken  to  prepare  personnel 
staffing  charts,  modify  facilities,  comply  with  civilian  personnel  and 
labor  union  regulatory  and  guidance  documents,  and  schedule  required 
tralnl ng. 

b.  Physical  relocation  must  recognize  at  lease  three  phases 
(Annex  2).  The  premovement  phase  Includes  review  of  actions  taken 
prior  to  C-30,  preparation  and  distribution  of  publicity  on  the  move- 
ment, verification  that  Identified  personnel  are  trained,  arrangements 
for  work  crews  and  equipment,  and  assurance  that  records,  forms, 
supplies  and  signs  are  on  hand.  The  actual  movement  Includes  proc- 
essing of  critical  transactions;  relocation  of  equipment,  supplies  and 
personnel;  identification  of  excesses  and  shortages;  and  release  of 
moving  crews  and  vehicles.  Post  movement  Involves  completing  minor 
adjustments  to  facilities  and  personnel  staffing,  completing  the  pub- 
licity program,  resolving  workload  backlogs  that  may  have  developed. 


and  determining  the  need  for  additional  training. 

3.  PREMOVEMENT  PHASE.  On  or  about  C-3U  the  designated  Chief,  PPSD, 
should  be  authorizeu  to  organize  his  office  and  to  establish  a working 
relationship  and  reporting  channels  with  the  identified  PPSl)  branch 
ana  section  chiefs.  Within  this  premovement  phase  the  following 
actions  should  be  taken  on  each  listed  subject  area: 

a.  Floor  Plan.  The  Chief,  PPSL),  must  review  the  engineered  floor 
plans  and  verify  that  facility  modification  requests  are  complete  and 
will  be  finished  as  scheduled.  Emphasis  during  that  analysis  must  be 
placed  upon  electrical  modification  to  include  those  affecting  heavy 
power  users.  The  Chief,  PPSU,  should  then  task  his  future  branch  and 
section  chiefs  with  preparation  of  detailed  floor  plans.  Overlays 
should  be  included  to  reflect  telephone  and  electrical  requirements 
and  major  avenues  of  traffic  flow.  Upon  approval  by  the  Chief,  PPSU, 
copies  of  the  floor  plan  will  be  reproduced  to  assist  work  crews 
during  the  movement  phase.  The  Chief,  PPSL),  upon  approval  of  the 
section  chief's  telephone  overlays,  must  submit  them  with  work  orders 
to  the  signal  officer. 

b.  TOE/TUA.  The  Chief,  PPSU,  must  establish  reporting  channels 
that  permit  him  to  remain  current  on  the  effect  of  personnel  gains  and 
losses  in  the  NILPO  and  FAO  to  future  staffing  of  the  PPSD.  Updated 
personnel  rosters  should  be  provided  to  branch  chiefs  and  to  section 


\ 


chiefs.  Each  individual  must  be  notified  of  his  PHSU  assignment. 

c.  Forms  and  Office  Supplies.  The  Chief,  FPSL),  should  task  an 
individual  assigned  to  his  office  with  analyzing  actions  previously 
taken  to  request  forms  and  supplies  to  be  used  by  the  PPSU.  The 
individual  should  be  responsible  for  assuring  that  an  estimated  bu  day 
quantity  of  COPPER  unique  forms  and  overprinted  DFs  are  available  on 
conversion  day.  He  should  also  be  responsible  for  ordering  necessary 
rubber  stamps,  ordering  organizational  and  direction  signs,  estab- 
lishing an  account  with  the  Self  Service  Supply  Store,  and  assuring 
the  orderly  transfer  of  property  accountability. 

d.  Excess  Equipment.  The  Senior  NCO,  PPSU,  with  assistance  of 
current  MILPO  and  FAO  supervisors  should  also  conduct  a strong  cam- 
paign to  identify  excess  equipment  and  office  supplies  that  will  be 
turned  in  prior  to  the  move.  The  movement  plan  should  also  include 
identification  of  a location  to  temporarily  store  additional  excess 
equipment  discovered  during  and  immediately  after  the  movement. 

e.  Publicity.  Publicity  should  be  a continuing  program.  Ar- 
rangements need  to  be  made  for  publicity  during  the  week  prior  to  con- 
version that  explain  and  stress  procedures  that  the  units  and  indi- 
vidual soldiers  will  be  expected  to  follow  in  dealing  with  the  PPSO. 
The  Chief,  PPSU,  should  also  conduct  briefings  for  commanders,  PSNCOs, 
and  company  clerks  to  insure  that  they  are  fully  informed  on  the  op- 
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eratlonal  aspects  of  COPPER.  Part  of  this  publicity  should  Include  a 
letter  of  instructions  containing  the  revised  SIDPERS  Originator 
Codes.  Announcement  should  also  be  made  of  the  new  telephone  number 
assignments  and  office  symbols  (Annex  3). 

f.  Signs.  Signs  identifying  branches  and  sections  as  well  as  di- 
rection arrows  and  signs  that  will  assist  the  customers  and  unit 
clerks  should  be  requested  in  sufficient  time  to  permit  their  place- 
ment prior  to  the  actual  movement  date. 

g.  Field  Records.  In  preparation  for  zero-balancing  the  records, 
the  MPRJ  should  be  rearranged  alphabetically  about  one  week  before  es- 
tablishment of  the  central  files.  Approximately  two  days  before  the 
actual  movement,  all  MPRJ  and  PFR  must  be  collected  and  placed  under 
control  within  the  designated  area,  allowing  approximately  Hb  records 
per  drawer.  The  corresponding  PFR  is  placed  immediately  behind  the 
MPRo  for  each  inuividual.  As  the  records  are  collected,  they  should 
be  reconciled  against  the  JUMPS-Am^y  alpha  listing  to  assure  that  all 
records  are  accounted  for  and  placed  under  control.  Records  may  be 
charged-out  after  being  placed  under  control.  This  "zero-balancing" 
of  the  records  requires  complete  cooperation  of  personnel  assigned  to 
the  MILPU  and  to  the  FAO.  Supervisors  within  those  two  offices  must 
reconcile  any  differences  between  the  records  and  the  control 
listings. 


h.  Review.  The  Chief,  HHSU  should  make  a last  minute  review  of 
actions  taken  and  the  physical  facility  to  insure  that  all  is  in 
order.  Items  identified  in  Annex  2 should  be  examined. 

4,  MOVEMENT  PHASE.  The  Chief,  RHSD,  his  office  staff,  branch  chiefs 
and  section  chiefs  must  be  available  during  the  physical  movement  to 
answer  questions  and  make  decisions  on  identification  and  location  of 
items.  Branch  chiefs  can  remain  within  the  MICRO  and  FAO  work  areas 
and  the  section  chiefs  can  be  stationed  within  their  future  HRSO  work 
areas. 

a.  Excesses  anu  Shortages.  The  Senior  NCO  should  have  an  area 
identified  for  temporary  storage  of  excess  and  broken  items  and  that 
area  must  be  known  to  each  branch  and  section  chief.  The  Senior  NCO 
will  maintain  a list  of  all  excess  items  for  subsequent  reporting  by 
the  Chief,  RRSU.  Section  chiefs  will  identify  shortages  as  quickly  as 
possible  and  attempt  to  determine  if  the  shortage  represents  an  item 
forgotten,  misdirected,  or  improperly  labeled. 

.T.  Processing  of  Critical  Transactions.  The  Chief,  PRSO  in  co- 
ordination with  the  comptroller  should  establish  a mini -customer 
service  station  for  processing  of  critical  transactions  during  the 
movement  phase  (C  and  C + 1).  Establishment  of  that  station  requires 
post  wide  publicity.  The  Customer  Service  Branch  Chief  and  the  RPSD 
Senior  NCU  must  coordinate  this  unique  movement  of  a few  items  of  cus- 
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tomer  service  equipment  and  supplies  from  the  FAO(-)  area  to  the  FPSU 
area  on  or  about  C + ii. 
b.  POST  MOVEMENT  PHASE. 

a.  Office  Procedures.  The  PPSO  should  be  closed  to  customers 
during  C + 1.  This  Is  essential  when  the  movement  occurs  during  non- 
duty hours.  Time  must  be  made  available  for  employees  to  rearrange 
loose  Items;  becane  familiar  with  the  working  area,  flow  of  documents 
and  Information;  and  to  acquire  forms  and  supplies.  Supervisors 
should  use  this  time  for  group  training  sessions  that  emphasize  COPPER 
operating  procedures  and  Identify  the  need  for  additional  training. 

b.  Floor  Plan,  branch  chiefs  must  Immediately  acknowledge  and 
when  possible  correct  problems  with  the  office  layout  and  with  equip- 
ment. Feeder  reports  to  the  Senior  NCO  are  mandatory.  Reports  should 
consider  such  Items  as  overcrowded  areas;  possibility  for  traffic  con- 
gestion; equipment  Inadequacies  and  location  problems;  lighting, 
safety,  and  telephone  problems,  and  problems  such  as  the  need  for  a 
left  pedestal  desk.  Means  for  moving  equipment  must  be  available 
during  C + 1 and  the  Chief,  PPSb,  will  need  to  maintain  close  coordi- 
nation with  the  Signal  Officer. 

c.  Publicity.  The  Chief,  PPSU,  should  continue  to  have  articles 
or  notices  published  concerning  location  and  operating  hours  of  the 
PPSb,  emphasizing  the  advisability  of  making  appointments,  and 


advising  potential  customers  of  service  that  can  be  received  from  the 
unit  and  the  HSNCU. 

d.  Follow-up.  The  Chief,  PPSU,  should  prepare  an  after  action 
report.  That  report  should  summarize  highlights  of  the  movement;  rec- 
ommend, If  needed,  that  PPSD  office  hours  be  shortened  for  additional 
training;  and  Identify  items  of  equipment  and  supplies  that  were 
turned  In  as  excess. 

Annex  1 - Schedule  for  Establishment  of  PPSD 
'I  - Movement  Sequences 

3 - hotifl cation  of  Commanders  and  Staff  Officers 
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CONCEPT  OF  OPERATION 
ESTABLISHMENT  OF  A PERSONNEL  AND 
PAY  SERVICE  DIVISION 

1.  INTRODUCTION:  The  Personnel  and  Pay  Services  Division  (PPSD)  will 
be  established  on  or  about  (date)  to  merge  military  pay  and 

military  personnel  functions  on  Fort with  emphasis  on 

providing  improved  one-stop  personnel  and  pay  support  services  for  the 
soldier. 

2.  PHASED  IMPLEMENTATION  OF  THE  PERSONNEL  AND  PAY  SERVICE  DIVISION: 
Tasks  necessary  to  install  the  PPSD  have  been  grouped  into  phases. 

a.  PHASE  I.  Initial  Planning.  DATES 

BEGIN  END 

(1)  Designate  key  personnel  for 
model  office  operations. 

(2)  Establish  model  office  planning 
group. 

(3)  begin  action  to  establish  sep- 
arate USSN. 
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(4)  Notify  CHO  and  they  in  turn 
notify  Union  on  plans. 

(b)  Analyze  MILHO  and  FAU  operations. 

0.  hhASE  II.  Planning  for  the  Requirements  of  the  PPSU. 

(I)  Coordinate  all  actions  necessary 
to  insure  a validated  SlUPEKS/ 

JUMPS  interface  and  data  base 
reconciliation. 

(<;)  develop  a TUA  and  acquire  all 
necessary  personnel  and 
equipment. 

(J)  Provide  for  all  the  physical 
engineering  and  site  construc- 
tion aspects  of  installing  the 
PPSD  (e.g.,  site  location, 
data  flow,  floor  plans, 

etc.) . 
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(4)  Uevelop/iniplement  an  orientation 
and  training  program  for  the 
PHSD  personnel. 

(b)  Provide  for  and  coordinate  all 
the  logistical  aspects  of  the 
conversion  (e.g.,  procurement 
of  supplies  and  forms). 

c.  PHASE  III.  Prerooveroent  Requirements.  This  phase  concerns 
those  actions  which  directly  lead  to  the  actual  converting  from  one 
system  to  another  and  encompasses. 

(1)  Phased  movement  plan  for  per- 
sonnel, equipment,  and  functions. 

(2)  Final  data  base  (SIOPERS  and 
JUMPS)  reconciliation 

(3)  Records  accounted  for  and 
controlled. 

(4)  Implementation  of  the  actual 
conversion. 
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ANNEX  2 (Movement  Sequences)  to  APPENDIX  J (Movement  Uuide) 


SAMPLE 


Pre-Movement  Phase: 

C-iU  Chief,  PPSu  establishes  his  office. 

C-i^b  All  branch  and  section  chiefs  are  given  tasking  for  detail 
floor  plans.  Reporting  channels  with  military  and  civilian 
personnel  office  are  established. 

C-'(£2  Detailed  floor  plans  approved  by  Chief,  PPSD. 

C-21  Work  orders  reviewed  and  additional  ones  submitted  (If 

necessary).  Account  established  at  Self  Service  Supply  Store. 
Telephone  request  submitted.  Printing  request  submitted. 
Supplies  and  signs  ordered. 

Excess  equipment  Identified. 

C-14  Personnel  rosters  updated  and  distributed. 

C-b  Equipment  labeled.  Signs  In  place.  MPRJ  alphabetized. 

C-b  PFR's,  MPRJ's  are  accounted  for  between  both  offices. 

C-4  Briefing  for  commanders  and  staff.  Publish  LOI  for  SIDPERS 
Originator  Codes.  Temporary  records  file  labels  prepared. 

C-3  Arrangements  for  work  crews  and  transportation  completed. 

C-2  MPRd/PFR  collected  (zero  balanced  and  controlled). 

Notification  to  employees  on  packing  loose  Items  and  working 
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hours  are  completed 


C-1  Telephones  moved  and  working.  Review  of  movement  plan  and 
physical  facility. 


Movement  Phase. 

C>Day  Movement  to  PPSO  facility.  Mini-customer  service  station  In 
operation.  Additional  excess  equipment  Is  Identified. 


Post-Movement  Phase. 

C + 1 PPSU  Is  closed  while  employees  are  oriented.  Adjustments  to 
office  layout  and  equipment  are  made. 


Annex  3 (Notification  to  Commanders  and  Staff  Officers)  to  Appendix  u 
(Hovement  (iulde) 


SAMPLE 


ATZI-Ali-M 


(Date) 


SUBJECT;  Establishment  of  Personnel  and  Pay  Services  Ulvislon  (PPSU) 


SEE  DISTRIBUTION 


1.  Plans  for  Implementation  of  the  PPSD  at  Fort  (Name)  have 

been  finalized.  Implementation  will  be  effective . 

However,  certain  actions  must  occur  prior  to  this  date  to  allow  a 
smooth  transition  from  the  present  organizational  structure  to  the 
PPSO  structure.  Accordingly,  the  following  Information  Is  provided. 

a.  Normal  processing  will  be  curtailed  from  lb3D  hours  on 

through  lb3u  hours,  , for  both  the  Military 

Personnel  Office  and  Finance  and  Accounting  Office.  Emergency  cases 
(casual  paj^ients,  compassionate/hardship  applicants,  etc.)  will  be 
processed  In  the  waiting  area  of  the  present  Finance  and  Accounting 
Office  In  Building  1 (Extensions  I'ilb  and  ZZTb). 

b.  The  Military  Personnel  Office  and  Finance  and  Accounting 
Office  will  be  realigned  during  the  above  time  to  form  the  PPSU  orga- 
nized as  shown  at  Inclosure  1.  Temporary  telephone  numbers  for  the 
PPSU  are  shown  at  Inclosure  Z. 

c.  Normal  Processing  will  resume  at  u73U  hours  on  . 
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ATZI-A(i-M  (Date) 

SUBJECT:  Establishment  of  Personnel  and  Pay  Services  Division  (PPSO) 

iif.  The  success  of  the  PPSU  will  depend  a great  deal  upon  the  co- 
operation and  assistance  of  all  activities  and  personnel  at  Fort 
(Name)  during  this  transition  and  evaluation  phase.  A success- 
ful  evaluation  can  lead  to  the  Anqy-wlde  Implementation  of  a^r- 
sonnel/pay  system  that  can  provide  better  quality  and-aiere^accurate 
service  to  the  commander,  his  staff,  and  most  of  all,  to  the  Soldier. 

FOR  THE  COMMANDER: 


I Inci 


(Signature) 
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UISbURSlNb  OFFICER 

i.  PURPOSE.  This  appendix  provides  guidance  for  qualifying  a desig- 
nated Chief,  PPSU,  to  a TOE  organization,  as  an  Accountable  disbursing 
Officer  (ADO).  Although  aimed  at  assisting  the  non-JUhPS-Ani\y 
oriented  in  becoming  an  ADO,  the  appendix  also  indicates  necessary 
actions  to  be  taken  in  establishing  a disbursing  activity. 

DEFIhITIUhS. 

a.  The  ADO.  Any  commissioned  officer  of  the  US  Anny  who  re- 
ceives, disburses  and  accounts  for  public  money  in  his  own  name  for 
purposes  specified  by  law. 

b.  Disbursing  Station  Symbol  Number  (DSSN).  A four-digit  number 
assigned  by  the  Treasury  Department,  through  the  U.S.  Arn\y  Finance  and 
Accounting  Center  (USAFAC),  to  a finance  and  accounting  office  or 
other  disbursing  activity  that  has  a disbursing  account  with  the  US 
Treasurer. 

J.  GENERAL. 

a.  The  COPPER  Manual  requires  that  the  Chief,  PPSD,  of  a TOE 
organization,  be  appointed  as  an  ADD.  The  Chief,  PPSD,  will  function 
as  the  ADO  for  a tactical  organization  (division)  or  other  organiza- 
tion (e.g.,  CDSCuM,  Corps)  and  operate  under  the  intent  of  Chapter  b, 
AK  d7-lul. 
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b.  The  Chief,  Kt'SU,  need  not  be  a Member  of  the  Finance  Corps 
(branch  of  service);  however,  he  must  be  appointed  lAW  Haragraph  id-b 


! 


AK  37-lUl. 

c.  Hrocedures  to  establish  a disbursing  activity  and  obtain  a 
USSW  are  outlined  In  Chapter  i:,  AR  37-1U3. 

d.  Rending  the  establishment  of  a program  of  Instruction  for 
officers  being  assigned  to  a RHSb,  Interim  qualifying  procedures  will 
enable  Individuals  to  be  appointed  as  AbOs. 


4.  INTERIM  OUALIFYiNb  PROCEbURES. 


a.  The  possibility  of  a non-JUMRS-Army  oriented  officer  becoming 
an  Abb  Increases  with  the  Implementation  of  CORRER.  Training  during 
the  proliferation  phase  will  be  aimed  at  providing  non-JUMRS-Am\y 
oriented  officers  with  the  knowledge  needed  to  safeguard  public  funos. 
The  required  training  will  combine  resident  and  nonresident 
Instruction. 


I 


i 
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b.  Nonresident  Instruction  will  Include  a general  understanding 
of  material  contained  within  subcourses  from  the  Amiy  Correspondence 
Course  Rrogram  of  the  U.S.  Army  Institute  of  Administration  (USAIA). 
Subcourses  will  be  provided  each  designated  Chief,  RRSb,  to  be 
completed  before  attending  •"esident  Instruction  at  the  bSAIA. 

c.  Upon  completion  of  the  subcourses  the  Chief,  RRSb,  will  be 
selected  to  attend  resident  training  at  Fort  Benjamin  Harrison. 
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Adoitionally,  this  will  be  an  opportunity  for  the  individual  to  ask 
specific  questions  of  the  staff  and  faculty  concerning  the  operation  ! 

of  a noni ntegrated  disbursing  activity. 

a.  Upon  completion  of  the  resident  training,  the  Commandant, 

i 

USAIA  will  provide  a statement  to  the  Commander,  USAFAC  that  attests  ) 

i 

to  the  training  provided  and  that  the  individual  has  completed 
acaoemic  qualifications  for  appoi ntoient  as  AUO  (Para  if-b,  AR  37-103). 
b.  responsibilities.  Functional  responsibilities  relative  to  estab- 
lishing a disbursing  activity,  in  a TOE  organization  that  does  not 
currently  exist,  are  identified  below.  These  responsibilities  may  not 
apply  in  total  to  an  existing  disbursing  activity  but  serve  as  a 
useful  checklist  during  the  transfer  of  accountability  between  the 
current  Finance  Officer  and  Chief,  PPSD. 

a.  Commander,  Conversion  Site: 

(1)  Identify  the  Chief,  PPSO  (ADO)  in  whose  name  the  account  will 
be  established,  and  the  Assistant  Chief  who  will  be  authorized  to 
perform  for,  and  in  the  name  of  the  Chief. 

(k)  Review  and  approve  the  request  to  establish  a disbursing 
activity. 

(3)  Insure  adequate  facilities  exist  for  safeguarding  public 
funds  and  instruments. 

b.  Chief,  PPSO:  Take  the  following  actions  in  accordance  with 
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Chapter  1,  AR  37-1U3. 

(I)  Prepare  correspondence  through  the  major  command  to  USAFAC 
requesting  the  establishment  of  a disbursing  activity. 

(z)  Report  activation  of  disbursing  activity  to  USAFAC, 

(3)  Furnish  official  signatures  to  the  US  Treasury  through 
USAFAC. 

(4)  Request  authority  to  keep  cash  on  hand  (if  appropriate). 

(b)  Initiate  a letter  to  USAFAC  requesting  necessary  arrangements 

I be  made  for  designation  of  depository  (if  appropriate). 

[ (b)  Advise  the  installation  commander  of  the  facilities  required 

I for  the  safeguarding  of  accountable  instruments  (e.g.,  funds,  blank 

I Checks) . 

I (7)  Requisition  blank  Treasury  checks  from  USAFAC. 

c 

i 

; (6)  Select  and  appoint  cashiers. 

L (^)  Requisition  required  blank  forms,  regulations  and  publica- 

tions  needed  for  disbursing  operations  in  accordance  with  AR  31U-k. 
(10)  Requisition  recommended  rubber  stamps. 

(II)  Request  special  authorization  for  check-writing  machine  from 
USAFAC,  if  appropriate. 

c.  Cotnmander,  AUMINCEN. 

(1)  Provide  nonresident  correspondence  support  to  each  designated 
Chief,  PPSL). 
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(id)  Upon  notification,  schedule  Chief,  HPSD  to  attend  resident 
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f. 
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training. 

(3)  Notify  Commander,  USAFAC,  of  individuals  successfully 
completing  the  nonresident  and  resident  courses  of  instruction. 
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EXECUTIVE  SUMMARY 


1.1  PURPOSE. 

This  report  contains  the  results  of  the  evaluation  of  the  Amoy's 
Consolidation  of  Pay  and  Personnel  (COPPER)  concept.  The  evaluation  was 
conducted  at  Fort  Bragg,  North  Carolina  and  Fort  Campbell,  Kentucky 
during  the  period  26  September  - 28  October  1977  In  response  to  Vice 
Chief  of  Staff,  Army  letter,  dated  13  January  1977,  subject:  Consolida- 
tion of  Military  Pay  and  Personnel  Functions  (COPPER),  which  stated 
expansion  of  COPPER  testing  to  other  test  sites  would  be  contingent  upon 
demonstration  of  a valid  test  of  COPPER  at  Fort  Bragg. 

1.2.  BACKGROUND. 

1.2.1.  Personnel  Support  Systems  and  Services  (PS3)  Study. 

In  June  1972,  the  Chief  of  Staff  approved  a DCSPER  recommendation 
that  an  In  depth  stu^  be  made  of  the  Army's  current  and  planned  Personnel 
Support  System.  The  follow-on  PS3  Stu(ly  Included  a conclusion  that  It 
was  "feasible  and  desirable  to  combine  Pay  and  Personnel  functions  In 
the  field,"  as  well  as  at  all  levels  of  staff  responsibility  Including 
HQOA.  The  PS3  Study  also  concluded  that,  "Prototype  testing  In  a live 
support  environment  offers  the  best  possibility  of  developing  an  Integrated 
office  with  optimum  features  (staffing.  Internal  organization,  procedures, 
controls,  equipment  and  optimum  size/number  of  troops  supported)  to 
satisfy  the  full  range  of  Personnel  and  Pay  function  requirements."  The 
PS3  Study  also  recommended  a phased  approach  to  a fully  Integrated  or 
combined  organization.  Including  collocation  of  the  separate  personnel 
and  finance  organizations  In  facilities  adequate  to  house  an  Integrated 
organization  sometime  In  the  future. 

1.2.2.  COPPER  Prototype  Testing. 

On  11  September  1974,  the  US  Army  Administration  Center  (AOMINCEN) 
was  tasked  to  plan  the  merger  of  military  personnel  and  pay  functions. 

On  29  July  1975,  a COPPER  Model  Office  was  established  at  Fort  Benjamin 
Harrison  to  serve  as  an  experimental  test  bed  for  COPPER  procedures.  Proto- 
type testing  In  a live  support  environment  commenced  during  January  1976 
at  Fort  Bragg  with  the  establishment  of  three  PPSDs  In  the  B20  Airborne 
Division,  In  the  1st  Corps  Support  Command,  and  In  the  XVIIl  Airborne  and 
Fort  Bragg. 

1.2.3.  1976  COPPER  Evaluation  and  Audit. 


During  March-April  1976,  ADMINCEN  conducted  an  on-site  evalua- 
tion of  the  three  PPSDs  at  Fort  Bragg.  The  final  test  report  was  submitted 
on  17  August  1976.  On  17  December  1976  the  US  Army  Audit  Agency  Issued 
report,  SO  77-401,  on  Its  audit  of  the  prototype  test.  In  the  report,  the 
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Audit  Agency  concluded  that.  "Major  efforts  were  made  to  conduct  a com- 
prehensive test  and  evaluation  of  COPPER."  The  Audit  Agency  also  con- 
cluded that,  "Because  of  various  problems  and  omissions,  however,  the  overall 
operational  effectiveness  of  COPPER  could  not  be  evaluated  objectively  and 
that  total  costs  versus  potential  benefits  could  not  be  assessed."  The 
Audit  Agency  further  made  recommendations  to  aid  In  correction  of  testing 
deficiencies. 

1.2. 3.1.  US  Army  Audit  Agency  Major  Recommendations  (Report  SO  77-401). 

A.  "Collect  the  necessary  baseline  data,  reconcile  the  personnel  and 
pay  data  bases,  and  then  retest  and  reevaluate  COPPER.  Establish  procedures 
to  ensure  adherence  to  staffing  authorizations  and  operating  procedures. 

B.  "Prepare  an  economic  analysis  and  use  It  In  assessing  the  merits  of 
COPPER  and  In  making  the  decision  on  extension. 

I C.  "Ensure  that  the  automated  Interface  Is  expanded  to  process  a11  personnel 

transactions  that  Impact  pay  and  that  SIDPERS  and  JUMPS  codes  and  formats 
are  standardized  prior  to  extending  COPPER." 

1.2.4.  1977  COPPER  Evaluation. 

1. 2.4.1.  Evaluation  Tasking.  Vice  Chief  of  Staff,  Army  letter,  dated 
13  January  1977 7 subject:  Consolidation  of  Military  Pay  and  Personnel 
Functions  (COPPER)  directed  the  Conmander,  US  Army  Training  and  Doctrine 
Command  to  perform  the  following  actions: 

A.  “Continue  to  address  COPPER  objectives  and  scope  Identified  within 
DAPE-PBP,  DAAG-AMM  letter,  dated  4 September  1974,  same  subject. 

B.  "Continue  test  at  Fort  Bragg  for  six  to  nine,  months  using  the  SIDPERS/ 

JUMPS  Interface. 

C.  "Further  test  modifications  must  consider  currently  available  ADP 
systems  and  provide  a framework  for  Integration  of  functions.  The  Army 
objective  should  be  a common  data  base  at  installation  level. 

D.  "Complete  COPPER  testing  at  current  test  sites  to  Include  correction 
of  all  previously  Identified  problems  and  modification  of  procedural  tech- 
niques by  end  of  FY  77." 

1.2. 4. 2.  Tasking  Follow-on  Actions.  HQDA  letter,  DAPE-PBP,  dated  26  April 

1977,  subject:  COPPER,  clarified  and  established  the  role  of  the  Army  Audit  1 

Agency  as  one  of  reviewing  "the  data  collection  and  resulting  evaluation  for 
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objectivity  and  reasonableness  as  opposed  to  functioning  as  the  collection 
and  evaluative  agency."  Coomander.  TRAOOC  Instructed  the  Conmnder, 

AOHINCEN  to  "coordinate  the  formation  of  a Joint  AOMINCEN/MILPERCEN/USAFAC 
surveillance  team  with  FORSCOM  assistance  to  collect  and  evaluate  COPPER 
test  data  at  Fort  Bragg." 

I 1.2. 4. 3.  Evaluation  Team  Conpositlon.  As  a result  of  the  departmental 

I * decision,  AOHInCEM  formed  an  evaluation  team  consisting  of  the  ADMINCEN's 

I Director  of  Evaluation,  Colonel  E.  G.  Weber,  as  Test  Director  and  LTC  F. 

I A.  Schrader,  an  officer  assigned  to  the  USA  Finance  and  Accounting 

I * Center,  as  Deputy  Test  Director.  MILPERCEN  detailed  Its  DA  Personnel 

I Management  Assistance  System  (DA  PERMAS)  and  DA  Military  Personnel 

I Strength  Evaluating  Teams  to  the  evaluation  effort,  while  USAFAC  provided 

i Its  DA  Finance  and  Accounting  Assistance  Team.  An  additional  105  officer 

I and  enlisted  evaluators  from  various  FORSCOM  and  TRAOOC  Installations 

were  utilized  on  a temporary  duty  basis  at  the  test  sites  during  the 
period  11  September  to  28  October  1977  as  data  collectors  and  evaluators. 

I FORSCOM  participated  with  representation  on  both  the  DA  PERMAS  and 

I Finance  and  Accounting  Assistance  Teams.  The  proponent.  Combat  Developments 

Directorate,  AOMINCEN,  provided  a COPPER  Doctrine  Advisor. 

1.2. 4. 4.  Preparation  for  the  Evaluation. 

A.  On  16  August  1977,  AOMINCEN  hosted  a working  conference  of  the  DA 
PERMAS,  Military  Personnel  Strength  Evaluating,  and  Finance  and  Account- 
ing Assistance  Teams  to  review  and  modify,  where  necessary,  the  Draft 
Test  Design  Plan  (TDP)  developed  by  the  Test  Director.  It  was  further 
agreed  that  In  the  Interest  of  evaluation  objectivity  the  three  teams 
would  remain  Independent  during  the  evaluation  and  only  be  under  the 
administrative  jurisdiction  of  the  COPPER  Test  Director/Deputy  Director. 

^ Objectives  3,  4,  and  5 of  the  TOP  relate  to  the  three  "independent" 

i;^;  teams, 

e-, 

U.  A "Murder  Board"  for  the  TOP  was  held  at  AOMINCEN  on  22  August 
1977,  again  under  the  sponsorship  of  the  COPPER  Test  Director.  Key 
representatives  from  those  agencies  which  comprise  the  COPPER  Merger 
Steering  Group  were  in  attendance  to  include  a representative  of  the 
Arv  Audit  Agency.  Concurrences  In  the  TDP  were  received  from  all 
agencies. 


1.2. 4.5.  On  Site  Evaluation.  During  the  period  26  September  - 28 
October  1977,  all  elements  of  the  evaluation  organization  participated 
In  the  conduct  of  the  evaluation  at  Fort  Bragg,  North  Carolina,  and  Fort 
Campbell,  Kentucky,  the  latter  selected  to  represent  the  comparison 
I baseline.  The  105  officer  and  enlisted  personnel  arrived  at  the  two 

temporary  duty  points.  Forts  Bragg  and  Campbell,  on  11  September  1977  In 
i order  to  participate  In  appropriate  pretest  training  and  In  the  conduct 

I of  a pilot  test  from  19  September  through  23  September  1977.  Seven  Amiy 

^ Audit  Agency  representatives  were  on  site  at  the  two  Installations 

b during  the  period  of  evaluation. 
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1.3.1.  The  COPPER  System. 

1.3. 1.1.  Concept^  The  Personnel  and  Pay  Services  Division  (PPSD) 
serves  as  the  prototype  organization  for  the  COPPER  System.  In  short, 
the  PPSO  Is  a consolidated  personnel  and  pay  organization  which  combines 
or  Integrates  the  functions  of  personnel  services  and  military  pay 
services  together.  The  organization  design  Incorporates:  centralized 
A-Z  filing  for  both  the  Military  Personnel  Records  Jacket  and  the  Personal 
Financial  Record;  centralized  control  (using  block  ticket  processing), 
coding,  and  edit  of  personnel  and  pay  transactions;  a combined  customer 
service  activity  Including  In/out  processing;  and  utilization  of  the 
capability  of  the  Standard  Installatlon/Olvislon  Personnel  System  (SIDPERS) 
to  produce  a portion  of  the  Input  to  the  Joint  Uniform  Military  Pay 
System-Army  (JUMPS-Anqy). 

1.3.1. Z.  Organizations.  Doctrlnally,  all  three  PPSDs  at  Fort  Bragg 
were  organized  along  the  same  general  lines.  All  had  a Personnel  Manage- 
ment Branch  or  Section,  a Systems  Quality  Interface  Branch,  a Customer 
Service  Branch,  a Quality  Assurance  Section  and  an  Administration  Section. 
The  U2d  Airborne  Division  had  received  Merger  Steering  Group  approval  to 
consolidate  Its  Personnel  and  Pay  Transactions  Branch  with  the  Document 
Control  and  Records  Branch  In  order  to  use  a six  team  approach  to  the 
centralized,  one  A-Z  file  control  Incorporated  In  the  PPSDs  at  the  1st 
Corps  Support  Command  and  the  XVIII  Airborne  Corps  and  Fort  Bragg.  The 
PPSD  at  XVIII  Airborne  Corps  and  Fort  Bragg  had  also  received  authority 

to  place  both  the  personnel  and  pay  transactions  element  and  the  actions 
and  affairs  element  under  one  supervisor.  Disbursing  support  for  the 
XVI 1 1 Airborne  Corps  PPSD  was  provided  by  the  Installation  Finance  and 
Accounting  Officer,  as  contrasted  to  the  other  two  PPSDs  which  had 
organic  disbursing  elements. 

1.3.2.  The  Non-COPPER  System. 

1.3.2. 1.  Concept.  For  baseline  comparison  purposes.  Fort  Campbell  and 
the  101st  Airborne  Division  (Air  Assault)  were  used  during  the  eval- 
uation to  represent  the  non-COPPER  or  current  Army  method  of  providing 
personnel  and  pay  services  to  the  soldier.  At  Fort  Campbell,  personnel 
services  are  provided  by  a consolidated  Military  Personnel  Office  (MILPO) 
for  both  division  and  installation  personnel.  Military  pay  services  are 
provided  to  division  personnel  by  the  lUlst  Airborne  Division  Finance 
Company  and  to  garrison  personnel  by  the  Finance  and  Accounting  Divi- 
sion, USAG. 

1.3. 2. 2.  Organization.  The  consolidated  MILPO  at  Fort  Campbell  was 
organized  along"  current  doctrinal  lines.  The  Personnel  Services  Division, 
the  organizational  element  subject  to  evaluation,  was  Internally  organized 
with  the  following  branches:  Enlisted  Personnel  Management,  Officer, 
Personnel  Actions,  SIDPERS  Interface,  and  Enlisted  Records.  Both  finance 
offices  at  Fort  Campbell  were  organized  In  accordance  with  JUMPS-Army 
doctrine  Incorporating  organizational  elements  for  control,  transaction 
processing,  edit,  finance  services,  quality  assurance  and  disbursing 
activities. 
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1.4.  EVALUATION  OBJECTIVES 


1 


1.4.1.  Objective  1 (Subtests  1.  6,  7.  8 and  9). 

To  assess  the  effectiveness  of  the  revised  personnel  and  pay  pro- 
cedures utilized  by  the  COPPER  Prototype  organizations  to  Include  personnel 
and  pay  service  performance  factors,  when  compared  to  pre-COPPER,  early 
COPPER  results,  and  similar  non-COPPER  organizations. 

1.4.2.  Objective  2 (Subtest  2). 

To  assess  the  adequacy  of  the  SIDPERS/JUMPS  Interface  feature  of 
SIDPERS  to  provide  accurate  and  timely  pefsonnel  related  pay  data  to  the 
US  Anqy  Finance  and  Accounting  Center. 

1.4.3.  Objective  3 (Subtest  3). 

To  assess  the  comparative  effectiveness  of  the  Military  Personnel 
Management  System  and  Identify  problem  areas  through  the  collection  of 
data  within  a COPPER  and  non-COPPER  environment  utilizing  DA  Personnel  1 

Management  Assistance  (PERMAS)  Team  procedures  In  support  of  Department  of 
the  Anqy  goals.  I 

1.4.4.  Objective  4 (Subtest  4). 

To  assess  the  comparative  effectiveness  of  DA  Military  Personnel 
Strength  Management  and  Identify  problem  areas  through  the  collection  of 
data  within  a COPPER  and  non-COPPER  environment  utilizing  DA  Military 
Personnel  Evaluating  Team  procedures  In  support  of  established  Department 
of  the  Anqy  goals. 

1.4. b.  Objective  5 (Subtest  5). 

To  assess  the  effect  of  a COPPER  environment  on  the  Joint  Uniform 
Military  Pay  System  and  Identify  problem  areas  through  the  collection  of 
data  from  both  a COPPER  and  non-COPPER  environment  utilizing  DA  Finance 
and  Accounting  Assistance  Team  procedures  In  support  of  Comptroller  of  the 
Army  goals. 

1.5.  SCOPE  AND  TACTICAL  CONTEXT. 

The  evaluation  conducted  of  the  COPPER  Prototype  units  at  Fort  Bragg, 

North  Carolina,  was  an  assessment  of  the  consolidated  personnel  and  pay 
service  organization's  capability  to  operate  efficiently  within  the  parameters 
of  performance,  timeliness,  control  and  service  as  compared  to  the  results 
obtained  from  the  baseline  units  at  Fort  Campbell,  Kentucky.  Pre-COPPER  and 
early  COPPER  results  have  been  used  when  comparing  the  two  Installations  In 
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subtests  8 and  9 related  to  the  JUMPS  and  SIDPERS  baselines.  Early  COPPER 
staffing  data  related  to  the  Fort  Bragg  PPSDs  has  been  reported  froM  the 
final  report  of  the  March-April  1976  evaluation.  No  other  early  COPPER 
testing  data  Is  considered  appropriate  for  comparison  because  of  the  timing 
and  the  testing  deficiencies  noted  In  the  first  evaluation  by  the  kruff  Audit 
Agency.  Additionally,  revision  of  COPPER  procedures  and  organization  subse- 
quent to  the  first  evaluation,  and  differences  In  evaluation  objectives, 
methods  and  procedures  further  negate  a meaningful  comparison.  All  prganlia 
tions  during  the  most  recent  evaluation  were  asked  to  respond  only  to  normal 
day-to-day  support  requirements.  There  were  no  tactical  applications,  thus 
no  data  could  be  collected  concerning  the  wartime  survivability  of  COPPER. 

1.6.  EVALUATION  RESULTS 

1.6.1.  General . 

Nine  subtests  support  the  five  evaluation  objectives  discussed 
In  paragraph  1.4.  Subtests  1 (Revised  control  and  operational  procedures), 

6 (Processing  Oversea  Replacements),  7 (Customer  Satisfaction),  8 (JUMPS 
Baseline),  and  9 (SIOPERS  Baseline)  were  all  In  support  of  objective  1. 
Subtests  2 through  S were  directly  associated  on  a one-for-one  basis 
with  objectives  2 through  5. 

1.6.2.  Subtest  1 (Revised  Control  and  Operations  Procedures/Economic 
Analysis  Oata) 

1.6. 2.1.  Processing  Timeliness.  Of  the  different  type  actions  evaluated, 

24  had  sufficient  observation  quantities  to  permit  a realistic  comparison 

by  unit.  Seventeen  of  the  personnel  and  pay  actions  compared  were  processed 
more  rapidly  In  the  non-COPPER  environment  represented  by  Fort  Campbell. 

The  timeliness  results  related  to  pay  are  Indirectly  supported  by  JUMPS- 
Anqy  late  pay  change  data  discussed  as  a portion  of  subtest  8 In  paragraph 
1.6.9. 

1.6. 2. 2.  Control  and  Operational  Procedures. 

A.  In  general,  document  flow  and  processing  procedures  specified  In  the 
COPPER  User's  Manual  were  followed.  Twenty-eight  Instances  were  documented 
where  steps  were  omitted,  short  cuts  were  taken  or  other  minor  deviations 
occurred.  None  were  of  such  magnitude  as  to  prejudice  the  overall 
evaluation  of  COPPER. 

B.  Based  on  an  opinion  survey  conducted  of  supervisors  within  the  pay/ 
personnel  operating  activities  at  Forts  Bragg  and  Campbell,  47%  of  those 
surveyed  In  the  COPPER  environment  felt  that  COPPER  procedures  would 
preclude  the  chance  for  fraud.  This  compared  to  58%  In  the  non-COPPER 
environment.  Many  commented  that  no  system  was  completely  fraudproof. 

58%  of  the  supervisors  Indicated  records  control  procedures  to  Include 
the  block  ticket  system  In  the  COPPER  environment  preclude  records  from 
becoming  misplaced.  Within  the  non-COPPER  environment,  77%  of  supervisors 
Indicated  records  control  procedures  would  prevent  misplaced  records. 

63%  of  the  supervisors  in  the  COPPER  PPSDs  were  negative  concerning  the 
COPPER  system.  No  comparable  question  was  asked  at  Fort  Campbell. 
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C.  Evaluation  team  members  expressed  their  opinions  In  the  same  areas 
as  supervisors.  26%  of  the  evaluators  at  Fort  Wraq9  and  62%  of  those  at 
Fori  rawipholl  induafed  that  Ihelr  I^speitlve  aiilvil^  prumduiea  wmild 
preclude  the  chance  for  fraud.  Cuncerniny  misplaced  records,  blx  of  the 
evaluators  In  the  COPPER  environment  and  63%  of  those  In  the  non-COPPER 
environment  Indicated  that  their  respective  records  control  procedures 
preclude  records  from  becoming  misplaced.  57%  of  the  evaluators  In  the 
Fort  Bragg  PPSDs  Indicated  COPPER  was  not  working  as  planned  In  terms  of 
producing  Improved  personnel  and  pay  services.  No  comparable  question 
was  asked  at  Fort  Campbell. 

1.6. 2. 3.  Staffing. 


A.  All  three  PPSDs  In  the  COPPER  environment  had  mandated  strengths 
which  were  not  to  be  exceeded  during  the  evaluation  period.  Ceilings 
established  were:  82d  Airborne  Division  - 360;  1st  Corps  Support  Command 
310;  and  XVIII  Airborne  Corps  and  Fort  Bragg  - 228.  Actual  strengths 
during  the  evaluation  period  were:  82d  Airborne  Division  - 387;  1st 
Corps  Support  Command  - 336;  and  XVIII  Airborne  Corps  and  Fort  Bragg  - 
228.  Thirty- five  personnel  of  the  1st  Corps  Support  Command  "overage" 
were  associated  with  "special  duty"  requirements.  Seven  personnel  of 
the  82d  Airborne  Division  were  "special  duty"  category.  Actual  PPSD 
strengths  reported  In  the  final  test  report  for  the  Harch-April  1976 
evaluation  were:  82d  Airborne  Division  - 34U;  1st  Corps  Support  Command  - 3( 
and  XVI II  Airborne  Corps  and  Fort  Bragg  - 268. 

B.  At  Fort  Campbell,  authorized  strengths  were:  consolidated  MILPO 
(military  personnel  operations  only)  - 312;  101st  Airborne  Division 
Finance  - 90;  and  Finance  and  Accounting  Division,  USAG  - 51.  Actual 
strengths  during  the  evaluation  were:  MILPO  - 321;  101st  Airborne 
Division  Finance  - 80;  and  Finance  and  Accounting  Division,  USAG  - 58. 

There  were  no  "special  duty"  personnel  assigned  to  the  units  evaluated 
at  Fort  Campbell. 

C.  At  Fort  Bragg,  39,259  personnel  were  serviced  by  909  personnel  In 
the  PPSDs  - after  deducting  "special  duty"  personnel.  This  Is  a ratio 
of  43.2/1.  At  Fort  Campbell,  21,238  military  members  were  serviced  by 
459  personnel  resulting  In  a higher  ratio  of  46.3/1. 

D.  Numerous  cases  of  both  MOS  mismatches  by  career  field  and  grade  were 
observed  at  Fort  Bragg  and  at  Fort  Campbell  primarily  In  the  personnel 
or  administrative  fields.  At  Fort  Bragg  the  82d  Airborne  Division  PPSD 
had  138  mismatches  by  career  field  and  41  grade  mismatches.  The  1st 
Corps  Support  Command  PPSD  had  56  career  field  and  43  grade  mismatches, 
while  the  XVI II  Airborne  Corps  and  Fort  Bragg  PPSD  figures  were  16  and 
10  respectively.  The  82d  Airborne  Division  was  unique  In  Its  utili- 
zation of  79  MOS  IIB  personnel  within  Its  PPSD  - 20  of  which  were  excess 
to  the  PPSDs  celling.  At  Fort  Campbell,  the  MILPO  had  56  career  field 
and  22  grade  mismatches.  The  101st  Airborne  Division  Finance  had  one 
career  field  and  no  grade  mismatches.  The  Finance  and  Accounting  Division, 
USAG,  had  no  career  field  and  four  grade  mismatches.  Almost  all  grade 
mismatches  were  cases  of  "overgrading." 
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E.  Field  grade  staffing  for  the  Arn^y's  TOE  Finance  and  AG  Conpanles 
totals  five  officers  - two  Lieutenant  Colonels  and  three  Majors.  While 
the  HFSO  In  the  COPPER  environment  does  not  have  the  AG  functions 
related  to  the  band,  recreation  services,  administrative  services,  or 
replacement  detachment  operations,  field  grade  authorizations  for  the 
basic  COPPER  PPSD  (1st  Corps  Support  Conmand)  have  been  reduced  to  tMO  - one 
Lieutenant  Colonel  and  one  Major.  The  Brigade  Team  Test  PPSD  (82d 
Airborne  Division)  has  three  - one  Lieutenant  Colonel  and  two  Majors. 

F.  Span  of  control  of  the  Division  Finance  Officer  In  a TOE  Finance 
Company  Is  four  operating  units.  A Division  AG  Is  responsible  for  five. 

The  Chief  of  a basic  COPPER  PPSD  has  nine  supervisors  reporting  to  him. 

Six  supervisors  report  to  the  Chief,  Brigade  Team  Test  PPSD,  and  seven  to  the 
Chief  of  the  XVIII  Airborne  Corps  and  Fort  Bragg  PPSD. 

G.  Average  weekly  work  hours  related  to  the  personnel /pay  service  mission 
during  the  evaluation  by  organization  were: 

1.  82d  Airborne  Division  PPSD 

2.  1st  Corps  Support  Conmand  PPSD  - 

3.  XVIII  Airborne  Corps  A Ft  Bragg  PPSD  - 

4.  lOlst  Airborne  Division  MILPO,  Ft  Campbell  - 
b.  101st  Airborne  Division  Finance,  Ft  Campbell  • 
b.  Finance  and  Accounting  Div,  USAG,  Ft  Campbell 

H.  At  Fort  Bragg,  the  909  personnel  In  the  PPSDs  each  worked  an  average 
of  30.3  hours  per  week  In  support  of  the  pay  and  personnel  support  mission. 

At  Fort  Campbell,  the  459  personnel  in  the  servicing  organizations  each 
worked  an  average  of  33.1  hours.  At  both  installations,  any  overtime  hours 
were  Included  in  average  weekly  work  hours. 

I.  6. 2. 4.  Equipment.  Complete  Inventories  of  equipment  taken  in  the 
personnel /pay  servicing  organizations  at  Forts  Bragg  and  Campbell  dis- 
closed no  Items  or  quantities  peculiar  to  either  the  COPPER  or  non- 
COPPER  environment. 

1.6. 2. 5.  Facilities. 

A.  In  general,  the  facilities  at  Forts  Bragg  and  Campbell  were  found  to 
be  roughly  comparable.  At  Fort  Bragg,  the  82d  Airborne  Division  PPSD 
occupies  a large  permanent  three  story  barracks  building  plus  a portion 
of  a second.  The  1st  Corps  Support  Command  PPSD  occupies  seven  typical 
World  War  II  barracks  type  buildings,  five  of  which  are  two  story.  The 
XVIII  Airborne  Corps  and  Fort  Bragg  PPSD  uses  two  floors  of  a large  pre 
World  War  II  permanent  structure,  originally  built  as  a barracks,  but 
later  converted  for  administrative  use.  At  Fort  Campbell,  both  the 
101st  Airborne  Division  MILPO  and  Division  Finance,  which  are  collocated 
occupy  11  typical  World  War  II  barracks  type  buildings.  The  Finance  and 
Accounting  Division,  USAG,  Is  located  In  a permanent  two  story  building. 
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B.  Square  footage  occupied  by  the  three  PPSDs  at  Fort  Bragg  totals 
104,897  sq.  ft.  or  115  sq.  ft.  for  each  of  the  909  PPSO  personnel.  At 
Fort  Campbell,  the  square  footage  totals  43,874  sq.  ft.  or  96  square 
feet  for  the  459  personnel  providing  personnel  and  pay  services  at  that 
Installation. 

C.  The  COPPER  PPSO  requires  “consolidated"  facilities  to  operate  efficiently. 
The  large  size  of  the  PPSO  Itself  coupled  with  the  multi-faceted  flow  of 
documentation  between  the  various  organizational  elements  dictates 
facilities  unique  to  COPPER  If  the  system  Is  to  work  as  Intended. 

1.6.3.  Subtest  2 (SIDPERS/JUMPS  Interface). 

1.6. 3.1.  Interface  UtlllMtion.  All  three  PPSDs  at  Fort  Bragg  continued 
to  utilize  the  fnterf ace  feature  existing  between  SIDPERS  and  JUMPS-Amijr 
during  the  period  of  the  evaluation.  Because  the  period  of  the  evaluation 
did  overlap  two  JUMPS-Ariqy  processing  months  (October/November  1977), 

some  Interface  comparisons  with  JUMPS-Anqy  data  are  only  generally  comparable. 

1.6. 3. 2.  Interface  Contribution  to  JUMPS-Army.  During  the  33  day 
evaluation  period  (26  September  - 28  October  1977),  71,855  SIDPERS  transac- 
tions were  processed  by  the  three  PPSDs.  These  produced  20,224  by- 
product cards  for  the  Interface.  Of  the  by-product  cards  produced, 

3,457  cards  (17.lt)  were  pulled  for  a variety  of  reasons  by  PPSD  personnel 
prior  to  the  transmission  of  the  cards  to  the  US  Army  Finance  and  Accounting 
Center  (USAFAC).  Most  “pulls"  were  non  duty  status  changes 
related  to  ARV  PCS,  OEP  PCS,  and  AUTH  JUMP  entries,  transactions  not  produced 
by  SIDPERS  In  a timely  fashion  at  Fort  Bragg.  The  remaining  16,767 
cards  actually  transmitted  to  USAFAC  constituted  about  one  fourth  (24.8%) 
of  the  total  Inputs  by  the  PPSDs  into  JUMPS-Arny  during  the  period 
(61,376  October  1977  Inputs  times  (x)  a comparability  factor  of  1.1,  used 
to  compensate  for  the  3 additional  days  of  the  evaluation.) 

1.6. 3. 3.  Interface  Accuracy. 

A.  Reject  rates  for  non  duty  status  Interface  transactions  (after 
"pulls")  were  as  follows:  82d  Airborne  Division  - 6.7%,  1st  Corps 
Support  Command  6.5%,  and  XVIII  Airborne  Corps  and  Fort  Bragg  - 1.9%. 

These  percentages  compare  to  the  overall  October  1977  JUMPS-Army  reject 
rates  of  5.1%  for  the  82d  Airborne  Division,  8.2%  for  the  1st  Corps 
Suppor*^  Ccmuiand,  and  2.1%  for  the  XVIII  Airborne  Corps  and  Fort  Bragg. 

These  rail  JUMPS-Army  reject  rates  are  higher  than  the  "manual" 

Input  'eject  rates  experienced  by  finance  organizations  In  non-COPPER 
envlrorw  ?nts.  The  101st  Airborne  Division's  October  1977  reject  rate 
was  1.0%  while  the  Finance  and  Accounting  Division,  Ft  Campbell  rate  was 
0.5%.  Other  typical  non-COPPER  unit  reject  rates  for  October  1977  were; 

13th  COSCOM,  Ft  Hood  - 2.1%,  1st  Cavalry  Division,  Ft  Hood  - 2.3%,  and 
1st  Infantry  Division,  Ft  Riley  - 1.3%. 

D.  A sampling  of  100  unprocessed  SIDPERS  Interface  transactions  appearing 
on  unresolved  error  reports  pertaining  to  the  82d  Airborne  Division  and  1st 
Corps  Support  Command  were  analyzed  using  appropriate  personnel  transaction 
listings  to  determine  If  corrective  action  had  been  taken.  It  was  found  that 
34  transactions  were  not  corrected  and  reinput  to  SIDPERS. 
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1.6. 3. 4.  Interfye  Timeliness.  As  discussed  In  paragraph  1.6. 9. 2.,  the 
COPPER  organizations  at  Fort  Bragg  were  not  producing  overall  JUMPS-Amy 
Input  In  as  timely  a fashion  as  units  In  non-COPPER  environments.  There 
was  no  definitive  test  evidence  reflecting  that  interface  timeliness  - as  a 
component  of  overall  timeliness  - was  any  better  or  worse  than  the  timeliness 
of  transactions  manually  Input  by  the  PPSDs. 

1.6. 3.6.  SpPERS/JUMPS  Reconciliation.  Within  the  COPPER  environment, 
reconciliation  of  the  SIOPERS  data  base  with  related  extracts  of  the 
JUMPS-Anqy  data  base  occurs  periodically.  A reconciliation  was  to  have 
been  completed  at  Fort  Bragg  prior  to  commencement  of  the  evaluation  on 
26  September  1977.  This  was  not  accomplished.  The  XVIII  Airborne  Corps 
and  Fort  Bragg  PPSD  did  con^lete  Its  reconciliation  prior  to  the  termlna- 
atlon  of  the  evaluation.  The  other  two  PPSDs  did  not.  At  Fort  Bragg 
there  were  6,920  cases  of  “matched"  SIDPERS  and  JUMPS  records  which  had  one 
or  more  discrepancies  In  grade,  ETS,  PEBD,  or  payroll  number.  After  the 
evaluation,  the  SIOPERS  data  base  at  Fort  Campbell  was  compared  for  the 
first  time  to  the  related  extract  of  the  JUMPS-Arn\y  data  base.  This 
comparison  disclosed  6,737  cases  where  discrepancies  existed.  Based  on 
population  served,  17.6%  of  the  records  at  Fort  Bragg  had  errors  as  contrasted 
to  31.7%  at  Fort  Campbell. 

1.6.4.  Subtest  3 (PERMAS  Team). 

1.6. 4.1.  Objective.  The  DA  Personnel  Management  Assistance  System 
(PERMAS)  team  was  asked  to  assess  the  comparative  effectiveness  of  the 
Military  Personnel  Management  System  and  Identify  problem  areas  through 
the  collection  of  data  from  within  both  COPPER  and  non>C0PPER  environ* 
ments  utilizing  DA  PERMAS  Team  procedures. 

1.6. 4. 2.  Procedures  Used.  PERMAS  team  members  from  DA  and  FORSCOM 
jointly  conducted  26  projects  to  evaluate  the  quality  of  Personnel 
Service  Support  (PSS)  provided  In  each  of  the  MILPO/PPSD  Organizations 
visited  and  the  status  of  maintenance  of  personnel  records  and  the 
SIDPERS  Personnel  File  of  the  supported  soldiers.  Projects  Included 
current  projects  normally  conducted  on  routine  PERMAS  visits  as  well  as 
special  projects  developed  to  ensure  all  Important  facets  of  PSS  were 
examined.  In  addition,  PERMAS  team  members  were  surveyed  for  their 
opinions  on  the  COPPER  organizations  on  the  last  day  of  data  collec- 
tion. PSS  and  records  maintenance  were  evaluated  In  terms  of  management 
Indicators  which  focus  on  timeliness,  accuracy  and  thoroughness  of  com- 
pleted actions  which  Impact  on  the  Individual  soldier  and  the  Army's 
ability  to  manage  its  personnel  resources.  Maximum  use  was  made  of 
standardized  project  worksheets/data  collecton  sheets  and  collection 
techniques.  In  addition,  approximately  lOU  soldiers  from  each  organi- 
zation were  Interviewed  in  conjunction  with  a review  of  their  personnel 
records. 


1 . 6 . 4 . 3 .  Findinqs/Observatlons. 

A.  The  complete  PERMAS  report  Is  contained  In  Volume  III  of  the  test 
report. 
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13.  Of  the  28  projects  conducted.  PERMAS  found  27  could  be  evaluated  for 
the  quality  of  personnel  service  support  (PSS)  and  records  maintenance 
provided  within  both  the  COPPER  and  non-COPPER  environment.  Of  the  27 
projects  evaluated,  the  PERHAS  team  determined  that  PSS  and  records 
maintenance  was  better  In  the  non-COPPER  environment  In  19  of  the  projects. 

Six  of  the  27  projects  Indicated  that  PSS  and  records  maintenance  were 
accomplished  equally  well  In  both  environments.  Two  projects  showed  PSS 
to  be  better  In  the  COPPER  environment. 

C.  In  reviewing  the  Individual  results  of  the  27  projects  conducted, 
the  PERMAS  team  stated  In  18  Instances  that  COPPER  organizational  differ- 
ences or  COPPER  User  Manual  procedures  could  not  explain  the  differences  In 
project  results.  In  addition  to  the  specific  findings  of  the  projects, 
the  PERMAS  team  made  some  general  observations  during  the  course  of  the 
evaluation  for  consideration  In  the  overall  conclusion  of  the  effectiveness 
of  COPPER  and  the  team's  resultant  recommendations.  The  PERMAS  team  observed: 


1.  "Personnel  records  maintenance,  accuracy  and  related  personnel 
functions  routinely  receive  last  priority  under  COPPER. 


I 
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2.  "COPPER  requires  more  manpower  than  non-COPPER  to  produce  an 
acceptable  product. 

3.  "In  almost  all  areas  reviewed,  the  timeliness  of  actions  Is  not 
as  good  In  the  COPPER  environment. 

4.  "The  span  of  control  under  COPPER  Is  overwhelming. 

5.  "The  fragmenting  of  actions  noted  resulted  In  diffused  responsi- 
bilities and  the  relief  of  responsible  action  sections  from  the  quality 
edit  of  their  Input  and/or  final  product. 

6.  "COPPER  appears  to  force  concentration  on  the  system  rather 
than  substantive  actions/functions  within  the  system. 

7.  "In  many  areas  surveyed,  the  requirements  in  the  personnel 
regulations  (including  SIOPERS  requirements)  were  not  adequately  addressed 
In  the  COPPER  User  Manual  or  they  were  not  compatible. 

8.  "Two  anticipated  advantages  of  the  COPPER  system,  the  comparison 
of  common  data  elements  between  JUMPS  and  SIDPERS  and  the  control  of 
documents  are  not  producing  the  results  expected." 


1.6. 4. 4.  Overall  Conclusion.  The  PERMAS  team  concluded  that,  "The 
personnel  servTces  and  support  (PSS)  provided  to  the  soldier  and  commanders 
Is  not  as  good  In  the  COPPER  environment.  In  addition,  the  SIOPERS 
Personnel  File  and  the  Field  201  File  were  not  being  maintained  as  well. 
There  appear  to  be  many  factors  which  adversely  Impact  on  PSS  and  records 
maintenance  within  the  COPPER  environment  which  cannot  be  merely  'fixed' 
to  produce  a viable  personnel  management  and  pey  system." 
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1.6. 4. 5.  PERMAS  Team  Recommendations. 

A.  "The  COPPER  test  and  further  proliferation  should  be  terminated  and 
non-COPPER  procedures  Instituted. 

B.  "The  finance  and  personnel  functions  should  remain  co-located  with  a 
common  Customer  Service  Activity  In  order  to  retain  the  desirable  pay  and 
personnel  coordination  feature  that  Is  helpful  In  responding  to  customer 
Inquiries. 

C.  "Emphasis  should  be  directed  to  Project  ERAD  (Eliminated  Records 
Administration  Duplication)  In  lieu  of  Project  COPPER. 

0.  "Work  should  continue  on  standardizing  MILPO  operations  (less  finance), 
establishing  more  finite  procedural  guidance  and  Improving  document  control. 

E.  "Work  should  continue  on  SIDPERS/JUMPS  Interface,  and  as  a minimum  provide 
the  capability  Arn\y>w1de  to  compare  and  resolve  differences  between  common 
elements  of  the  two  data  bases,  along  with  the  ability  to  update  the  common 
data  elements  via  one  Input  transaction." 

1.6.5.  Subtest  4 (DA  Military  Personnel  Strength  Evaluating  Team). 

1.6.5. 1.  Objective.  The  OA  Military  Personnel  Strength  Evaluating  Team  was 
asked  to  assess  the  comparative  effectiveness  of  DA  Military  Personnel 
Strength  management  and  Identify  problem  areas  through  the  collection  of 

data  from  within  both  COPPER  and  non-COPPER  environments  utilizing  DA  Military 
Personnel  Strength  Evaluating  Team  procedures. 

1.6. 5. 2.  Procedures  Used.  Procedures  for  the  evaluation  Included  comparison 
of  the  military  personnel  records  jackets,  personnel  data  cards,  SIDPERS 
records  and  automated  personnel  files  at  the  US  Arnty  Military  Personnel  Center. 
In  addition,  an  evaluation  was  conducted  of  readiness  and  manpower  management 
Information  sources  and  procedures  for  the  conduct  and  control  of  personnel 
asset  Inventories. 

1.6. 5. 3.  F 1 ndl nqs/Observatl ons . 

A.  The  complete  strength  evaluation  reports  for  Fort  Bragg  and  Fort 
Campbell  are  contained  In  Volume  III  of  the  test  report. 

B.  At  Fort  Bragg,  the  Military  Personnel  Strength  Evaluating  Team  found 

that,  "commander  involvement  In  strength  accountability  required  reinforcement." 
The  team  suggested  that,  "Particular  emphasis  should  be  applied  to  effective 
conduct  of  personnel  asset  Inventories  and  validation  of  the  personnel  strength 
zero  balance  report." 

C.  At  Fort  Campbell,  the  Military  Personnel  Strength  Evaluating  Team  found 
that,  "Although  strength  accountability  accurately  presented  a quantitative 
agreement  of  unit  strength.  Improved  commander  Involvement  Is  needed  to 
provide  a qualitative,  by  grade,  strength  agreement."  The  team  suggested 
that,  "Particular  emphasis  should  be  applied  to  validation  of  the  personnel 
strength  zero  balance  report  and  prompt  reporting  of  promotions/ reductions." 
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1.6. 5. 4.  Overall  Conclusion.  The  Military  Personnel  Strength  Evaluating 
Team  concluded  that,  "The  techniques  required  by  COPPER  had  no  positive  or 
negative  Influence  on  military  strength  accounting.  The  conditions  noted 
during  the  evaluation  (at  Fort  Bragg)  were  equally  characteristic  of  many 
other  non-COPPER  Installations.** 

1.6.6.  Subtest  5 (DA  Finance  and  Accounting  Assistance  Team). 

. 1.6. 6.1.  Objective.  The  DA  Finance  and  Accounting  Assistance  Team  was  asked 

to  assess  the  effect  of  a COPPER  environment  on  the  Joint  Uniform  Military 
Pay  System  and  Identify  problem  areas  through  the  collection  of  data  from  both 
. a COPPER  and  non-COPPER  environment  utilizing  OA  Finance  and  Accounting 

Assistance  Team  procedures. 

i 1.6. 6. 2.  Procedures  Used.  The  DA  Finance  and  Accounting  Assistance  Team 

i accompanied  by  US  Anqy  Forces  Conmand  representatives  evaluated  the  three 

I PPSDs  at  Fort  Bragg  and  the  two  non-COPPER  finance  offices  at  Fort  Campbell 

I utilizing  the  standard  quality  assurance  checklist.  Areas  evaluated  In  each 

office  were  General  Organization  and  Management,  Quality  Assurance  Program, 
Military  Pay,  Disbursing  and  Travel.  The  completed  checklists  and  related 
comments  served  as  the  basis  for  conclusions. 

1.6. 6. 3.  Conclusions. 

A.  The  complete  Finance  and  Accounting  Assistance  Team  Report  Is  contained 
In  Volume  III  of  the  test  report. 

B.  The  Finance  and  Accounting  Assistance  Team  concluded  that: 

1.  There  were  no  relevant  differences  between  the  Disbursing  and 
Travel  Pay  functions  of  COPPER  and  non-COPPER  finance  activities. 

2.  The  Block  Ticket  Control  Log  because  of  volume  served  as  a processing 
bottleneck  In  the  COPPER  environment. 

3.  Nonavailability  of  either  finance  or  personnel  records  In  the 
COPPER  environment  delays  action  documents  which  require  Input  to  be  made 
to  both  SIDPERS  and  JUMPS. 

4.  POR  processing  using  the  Military  Personnel  Records  Jacket  can  Impact 
upon  the  Integrated  central  A to  Z records  files  In  the  COPPER  organization 
as  contrasted  to  the  non-COPPER  finance  office. 

5.  Top  level  PPSO  management  faces  a greater  complexity  of  problems 
than  those  encountered  In  a non-COPPER  non-integrated  finance  office.  A 
broader  spectrum  of  expertise  Is  demanded  of  the  one  top  manager  within  the 
COPPER  organization. 

6.  The  Dally  Activity  Report  Is  more  complex  In  the  COPPER  environment 
and  was  not  providing  reliable  data. 
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1.  Facilities  had  a very  visable  Impact  on  the  operations  of  organiza- 
tions In  the  COPPER  environment,  particularly  the  1st  Corps  Support  Command. 
Fragmentation  of  the  organization  Into  multiple  structures  contributed  to  lack 
of  cooperation  and  communication. 

8.  Verification  of  basic  data  In  the  Military  Personnel  Records  Jacket/ 
Personal  Financial  Record  Is  accomplished  more  readily  In  the  COPPER  environ- 
ment. 


9.  Inquiries  that  would  require  separate  visits  In  the  non-COPPER 
environment  are  resolved  at  one  location  In  the  COPPER  mode. 

10.  The  maintenance  of  the  Personal  Financial  Record  was  somewhat 
better  In  the  non-COPPER  environment.  Rather  than  a pure  system  problem, 
this  condition  reflects  the  differences  In  technical  knowledge  of  the  people 
performing  the  tasks. 

11.  The  SIDPER/JUMPS  Interface  produces  some  transactions  which  create 
problems  for  the  field.  Action  Is  being  taken  by  MILPERCEN/CSC  on  three, 
the  other  two  will  require  administrative  procedure  changes. 

12.  Mon-COPPER  Finance  Offices  - as  a result  of  five  years  of  operation 
under  JUMPS-Artny  - are  able  to  maximize  system  capabilities.  In  COPPER 
offices,  expertise  In  use  of  the  system  was  still  being  developed. 

13.  Finally,  the  requirements  of  JUMPS-Arniy  are  being  executed  better 
In  a non-COPPER  environment  than  a COPPER  environment. 

1.6. 6. 4.  Finance  and  Accounting  Assistance  Team  Recommendations. 

A.  "That  the  COPPER  test  be  terminated. 

B.  "That  the  organizations  be  reconstituted  as  separate  entitles,  but  be 
collocated.  In  particular,  the  In/out  processing  and  travel  functions  of 
a finance  office  should  be  collocated  with  the  Inprocessing,  local  assign- 
ment and  out  processing  functions  of  a military  personnel  office. 

C.  "That  the  use  of  SIOPERS/JUMPS  Interface  continue  to  be  explored." 

1.6.7.  Subtest  6 (POR). 

1.6. 7.1.  Objective.  To  assess  the  adequacy  of  POR  processing  for  contingency 
related  requirements  within  a COPPER  environment  as  compared  to  a non-COPPER 
environment. 

1.6. 7. 2.  Methods  Used  to  Identify  Alertjed  Unit  Personnel . The  three  PPSDs 

at  Fort  Bragg  and  the  MILPO  at  Fort  Campbell  all  utilized  the  SIDPERS  produced 
C-27  Report  (Personnel  Strength  and  Zero  Balance  Report)  as  the  means  of 
Identifying  alerted  unit  personnel. 
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1 . 6 . 7 . 3 . Time  Lapse  In  Locatl ng  Records . 

A.  AH  three  PRSDs  at  Fort  Bragg  and  the  consolidated  MILPO  at  Fort 
Campbell  each  "pulled"  and  accounted  for  approximately  3UU  Military 
Personnel  Records  Jackets. 

D.  The  number  of  personnel  utilized  to  account  for  records  were:  B2d 
Airborne  Division  - 7;  1st  Corps  Support  Command  - 12;  XVIll  Airborne 
Corps  and  Fort  Bragg  - 14;  and  the  consolidated  MILPO,  Fort  Campbell  - 10. 

C.  Time  lapses  In  locating  and  accounting  for  all  records  were:  82d 
Airborne  Division  - 46  minutes;  1st  Corps  Support  Command  - 1 hour,  37 
minutes;  XVI I I Airborne  Corps  and  Fort  Bragg  - 2 hours,  21  minutes;  and 
consolidated  MILPO,  Fort  Campbell  - 2 hours,  20  minutes.  The  82d  Airborne 
Division  PPSD  accounted  visually  for  all  records  but  did  not  retrieve  those 
out  for  processing  of  actions  --  which  Is  normal  POR  processing  procedure  for 
the  unit.  This  explains  In  part  the  difference  In  time  as  compared  to  the 
other  organizations  tested  for  POR. 

1.6. 7. 4.  SOPs  for  POR.  All  evaluated  units  possessed  adequate  SOPs  except 
for  the  1st  Corps  Support  Command  PPSD.  Its  SOP  was  In  a preliminary  draft 
stage. 

1.6. 7. 5.  Evaluator  Comments.  Evaluation  Team  members  who  conducted  the 
POR  subtest  wlthfnlRe  C0<>PfR  PPSOs  commented  to  the  effect  that  the  block 
ticket  concept  made  It  easier  to  determine  the  whereabouts  of  specific 
records.  The  non-COPPER  MILPO  senior  evaluation  officer  at  Fort  Campbell 
stated  that  the  mission  was  "plagued  by  the  length  of  time  It  took  to 
locate  records." 

1.6.8.  Subtest  7 (Customer  Satisfaction). 

1.6. 8.1.  Multiple  Surveys  Used.  Three  surveys  were  conducted  In  conjunction 
with  the  stu4y  of  customer  s'insfactlon.  A general  survey/questionnaire  was 
Issued  to  a random  sample  (about  1.7%)  of  the  military  population  at  Forts 
Bragg  and  Campbell.  A second  survey  was  given  to  all  customers  at  servicing 
pay/personnel  offices  at  both  Installations.  The  third  survey  was  a census 
of  all  Bn  Cdrs,  Bn  Execs,  Co  Cdrs,  SGM/CSMs,  1st  SGTs,  and  PSNCOs  concerning 
pay  and  personnel  services  at  Forts  Bragg  and  Campbell.  Copies  of  the  three 
surveys/questionnaires  are  Included  In  Volume  II  of  the  test  report. 

1.6. 8. 2.  General  Survey.  Two  questions  concerned  with  Individual  satis- 
faction with  pay  services  and  with  personnel  services  were  asked  of  1,015 
military  personnel  selected  by  social  security  account  number.  Results  of 
the  survey  disclose  that  71.9%  of  the  respondents  at  Fort  Bragg  were  satis- 
fied with  pay  services  - - as  compared  to  80.3%  at  Fort  Campbell  in  the 
non-COPPER  environment.  59.6%  Indicated  satisfaction  with  personnel  services 
at  Fort  Bragg  In  the  COPPER  environment  --  again  compared  with  64.2%  at 
Fort  Campbell. 

1.6. 8. 3.  Customer  Service  Survey. 

A.  During  the  evaluation  of  COPPER,  2,689  questionnaires  were  administered 
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to  customers  of  the  consolidated  customer  service  activities  at  Fort 
Bragg  FPSDs  and  27b4  to  customers  at  the  various  servicing  points  In  the 
non-COPPER  organizations  at  Fort  Campbell. 


B.  The  surveys  disclose  that  In  the  non-COPPEK  environment  about 
three-fourths  of  customer  business  Is  related  to  personnel.  At  Fort 

, Bragg,  only  44%  of  PPSO  business  was  related  to  personnel  and  almost 

\ two- thirds  of  this  were  ID  card  actions  --  as  compared  to  Fort  Campbell's 

one-third.  An  almost  Insignificant  number  of  customer  visits  (4.6%)  in 
the  COPPER  environment  were  associated  with  records  updates  and  audits  --  as 
compared  to  the  Fort  Campbell  figure  of  31.4%. 

C.  42.3%  of  the  respondents  at  Fort  Bragg  visited  the  customer  service 
activity  using  the  appointment  system,  while  at  Fort  Campbell  46.2%  did 
so.  Respondents  Indicated  that  66.7%  of  the  time  they  had  to  wait  to  see 
a receptionist  in  the  COPPER  environment  as  compared  to  46.0%  at  Fort 
Campbell.  Those  surveyed  in  the  COPPER  organizations  indicated  that 
after  reception,  60.3%  of  the  time  they  still  had  a further  wait  for 
service.  At  Fort  Campbell,  the  comparable  figure  was  49.6%. 


0.  Customers  surveyed  in  COPPER  organizations  indicated  that  61.3%  of 
their  visits  were  “first  time".  At  Fort  Campbell  in  the  non-COPPER 
organizations  the  percentage  was  71.9%. 

E.  Respondents  further  indicated  that  it  took  longer  to  locate  their 
records,  if  records  were  required,  in  the  COPPER  environment.  30.6%  of 
those  at  Fort  Bragg  answered  it  took  16  minutes  or  longer  compared  to 
9.9%  at  Fort  Campbell. 

F.  At  COPPER  organizations,  service  was  provided  without  benefit  of 
records  41.2%  of  the  time.  In  tt»e  non-COPPER  environment,  only  20,9%  of 
the  time  were  finance  or  personnel  records  not  used. 

G.  Customers  in  the  COPPER  environments  responded  7.6%  of  the  time  that 
clerks  in  the  customer  service  activity  were  unable  to  provide  the 
service  needed.  The  comparable  percentage  at  Fort  Campbell  was  3.6%. 
This,  in  part,  contributed  along  with  the  increased  waiting  times  at 
Fort  Bragg,  to  the  11.4%  who  indicated  some  degree  of  dissatisfaction 
with  services  provided  by  the  COPPER  organizations.  At  Fort  Campbell, 
the  percentage  was  6.1%. 
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1.6.d.4.  Select  Survey.  742  battalion  and  company  commanders.  Ser- 
geants Major,  1st  Sergeants,  PSNCOs  were  surveyed  (441  at  Fort  Bragg, 

301  at  Fort  Campbell)  and  found,  in  general,  to  be  less  supportive  of 
the  COPPER  configured  PPSOs  as  compared  to  the  non-COPPER  system  for 
rendering  personnel  and  pay  services.  66.7%  of  the  respondents  at  Fort 
Bragg  rated  pay  services  as  either  "good"  or  "excellent".  At  Fort 
Campbell,  the  figure  was  91.0%.  Fort  Bragg  respondents  rated  personnel 
services  "good"  or  "excellent"  62.6%  of  the  time.  At  Fort  Campbell, 

Bl.4%  of  the  respondents  Indicated  the  same  ratings.  When  asked  whether 
or  not  the  number  of  individual  soldier  visits  to  the  servicing  organization 
to  handle  pay  and  personnel  matters  was  considered  excessive,  60.3%  of 
the  respondents  at  Fort  Bragg  answered  in  the  affirmative.  27.4%  answered 
in  similar  fashion  at  Fort  Can^bell  in  the  non-COPPER  environment. 
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1.6.9.  Subtest  8 .U UMPS  Baseline). 

1.6. 9.1.  JUMPS- Army  Reject  Rates. 

A.  Upon  conversion  to  COPPER  during  early  1976,  the  JUHPS-Arqy  reject 
rates  for  the  three  PPSDs  at  Fort  Bragg  Increased  significantly  over 
the  rates  achieved  during  the  pre-COPPER  period  of  1975.  The  82d  Airborne 
Division  and  the  1st  Corps  Support  Command  reject  rates  have  continued  at 
a high  level  through  current  date.  XVIII  Airborne  Corps  and  Fort  Bragg 
PPSD  reject  rates  have  returned  almost  to  pre  COPPER  levels,  but  still  are 
not  as  good  as  those  achieved  by  the  101st  Airborne  Division  and  the  Finance 
and  Accounting  Division,  USA6  at  Fort  Campbell. 

B.  Reject  rates  for  September  and  October  1977  for  the  evaluated  organiza- 
tions were:  82d  Airborne  Division  - 7.1%/5.1%;  1st  Corps  Support  Command  - 
6.7'£/8.2%;  XVIII  Airborne  Corps  and  Fort  Bragg  - i.9%/2.1%-,  101st  Airborne 
Division  - l.l%/1.0i;  and  Finance  and  Accounting  Division,  USAG,  Fort 
Campbell  - U.9t/0.5‘£.  For  additional  comparison  purposes,  the  rates  for 
September  and  October  1977  for  the  1st  Cavalry  Division  at  Fort  Hood  were 
3.1V2.3%  while  those  of  the  1st  Infantry  Division,  Fort  Riley  were  1.3%/ 

1.3%.  These  latter  two  organizations  are  considered  representative  "pure" 

CONUS  divisions. 

C.  JUMPS-Army  reject  rate  comparisons  between  units  by  themselves  only 
serve  as  an  Initial  measure  of  relative  effectiveness,  as  contrasted  to  the 
precise  nature  of  the  above  figures.  For  example,  duplicate  input  rejects 
Impact  on  the  overall  reject  rate  but  have  negllble  effect  on  pay  service. 

While  the  rates  are  currently  Intended  for  Internal  use  by  manag^nt 
of  an  organization  to  Improve  operations,  they  do  help  In  this  Instance  - 
If  viewed  In  conjunction  with  late  pay  change  data  and  other  Information 
developed  by  the  Finance  and  Accounting  Assistance  Team  - to  provide  for  a 
more  complete  overall  portrayal. 

1.6. 9. 2.  Late  Pay  Changes.  Late  pay  change  rates  (%  of  transactions  over 

30  days  old)  reflect  a continuing  pattern  of  pay  untimeliness  for  COPPER  : 

organizations  as  compared  to  non-COPPER  finance  activities.  Late  pay  change  ] 

rates  for  September  and  October  1977  for  the  evaluated  organizations  were:  j 

82d  Airborne  Division  - 49.5%/41.8%;  1st  Corps  Support  Command  - 2B.4%/36.0%; 

XVllI  Airborne  Corps  and  Fort  Bragg  - 28.5%/29.1%;  101st  Airborne  Division  - 
4.8%/5.1%;  and  Finance  and  Accounting  Div,  USAG.  Fort  Campbell  - 6.6%/5.7%. 

1st  Cavalry  Division  rates  were  15.4%/12.1%  while  the  1st  Infantry  Division 
rates  were  4.5%/5.9%. 

1.6.10.  Subtest  9 (SIDPERS  Baseline). 

Comparison  of  data  relating  to  SIDPERS  DA  accuracy,  DA  timeliness 
and  SIDPERS  unit  accuracy  for  the  July  1975  to  September  1977  timeframe 
reflected  no  significant  differences  between  Fort  Bragg  organizations  and  the 
consolidated  MILPO  at  Fort  Campbell.  SIDPERS  MILPO  Accuracy  (percentage  i 

of  transactions  submitted  by  the  MILPO  and  accepted  by  SIDPERSK  how-  ] 

ever.  Is  not  as  good  In  the  COPPER  environment.  The  range  of  MILPO  (or 
PPSD)  accuracy  percentages  for  1977  at  Fort  Bragg  were;  82d  Airborne 
Division  - 88.6%  (Aug  77)  to  94.7%  (Feb  77);  1st  Corps  Support  Comaund 
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93.3%  (Apr  77)  to  98.6%  (Jun  77);  &nd  XVI II  Airborne  Corps  and  Fort  Bragg  - 
94.8%  (Mar  77)  to  97.1%  (Sep  77).  The  101st  Airborne  Division  and  Fort 
Campbell  achieved  a range  of  97.0%  (Sep  77)  to  99.3%  (Feb  77). 

1.7.  CONCLUSIONS. 

1.7.1.  Overall. 

Results  of  the  various  subtests  show  that  while  people  can  make 
any  system  work,  the  COPPER  organizations  are  neither  as  efficient  nor 
as  effective  as  non-COPPER  personnel  and  finance  organizations.  In 
terms  of  the  original  objectives  specified  for  COPPER,  the  prototype 
PPSDs  - paricularly  those  staffed  with  military  - have  not  been  a 
success. 


1.7.2.  Personnel  and  Pay  Services. 

Personnel  and  pay  services  to  the  soldier  at  Fort  Bragg  have 
been  degraded  under  COPPER,  not  Improved  as  originally  Intended.  In 
terms  of  accuracy  and  timeliness  of  service,  specifically  finance,  and 
In  the  general  quality  of  personnel  and  pay  support,  the  82d  Airborne 
Division  with  Its  Record  Section  approach  and  the  1st  Corps  Support 
Command  do  not  compare  favorably  with  the  101st  Airborne  Division  at 
Fort  Campbell.  The  XVIII  Airborne  Corps  and  Fort  Bragg  PPSD  which  Is 
highly  civlllanized  Is  servicing  Its  troops  In  an  acceptable  fashion, 
but  no  better  than  non>C0PPER  organizations. 

1.7.3.  Staffing. 

The  COPPER  prototype  organizations,  as  currently  configured,  do 
not  save  personnel.  The  PPSDs  at  Fort  Bragg  have  slightly  more  personnel 
for  the  population  serviced  but  worked  slightly  fewer  hours  per  week  In 
support  of  the  pay  and  personnel  support  mission  as  compared  to  Fort 
Campbell  organizations.  The  82d  Airborne  Division  PPSD  has  a staffing 
problem  with  regard  to  the  career  field  mismatches  of  Its  PPSD  personnel. 

1.7.4.  Equipment  and  Facilities. 

There  are  no  Items  or  unusual  quantities  of  equipment  required 
by  COPPER  organizations.  COPPER  PPSDs  do  require  more  "consolidated*  | 

facilities  as  compared  to  non-COPPER  pay  and  personnel  organizations.  ] 

1.7.5.  SIDPERS/JUMPS  Interface.  ; 

The  "separateness*  of  the  two  data  bases  presents  operating  difficulties 
for  personnel  In  the  COPPER  environment.  Certain  transactions  are 
pulled  because  of  untimeliness  or  previous  Input  Into  JUMPS-Anqy.  Even 
with  these  "pulls,"  Interface  accuracy  is  not  as  good  as  that  Input  by 
manual  finance  offices  in  the  non-COPPER  environment.  Additionally, 
units  appear  not  to  be  correcting  and  re-inputting  all  required  unprocessed 
SIDPERS  transactions.  Nevertheless,  the  SIDPERS/JUMPS  Interface  Is 
working  and  appears  to  have  potential  for  continued  development. 
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1.7.6.  SIDPERS/JUMPS  Reconciliation. 

The  nunber  of  records  with  discrepancies  at  Fort  Caiapbell  was 
higher  per  population  served  than  at  Fort  Braog.  While  the  large 
number  of  matched  records  with  discrepancies  (6,920)  in  the  COPPER  environ- 
ment Is  higher  than  might  be  expected,  the  reconciliation  process  has 
aided  In  reducing  the  number  of  records  with  discrepancies  by  about  45% 
as  compared  to  Fort  Campbell. 

1.7.7.  Hanagement. 

Management  of  the  COPPER  organization  presents  a serious  problem. 
The  span  of  control  appears  to  be  large.  This,  coupled  with  the 
complexity  of  COPPER  procedures  and  the  PPSO  organization  Itself,  the 
varied  nature  of  the  consolidated  functions,  the  difficulties  In  obtaining 
management  feedback,  and  the  size  and  unique  nature  of  the  facilities 
required  for  the  combined  COPPER  organization  --  all  present  Increased 
management  problems  and  operating  difficulties  not  found  In  non-COPPER 
organizations.  Additionally,  the  COPPER  organization  has  reduced  top 
management  staffing  In  the  PPSO  as  compared  to  non-COPPER  organizations. 

1.7.8.  Customer  Satisfaction. 


Battalion  and  company  commander.  Sergeants  Major,  1st  Sergeants, 
and  PSNCOs  were  less  supportive  of  the  COPPER  configured  PPSDs  as  compared 
to  the  non-COPPER  system  for  rendering  personnel  and  pay  services.  Surveys 
of  the  general  population  at  both  test  locations  further  support  the  con- 
clusion that  the  services  provided  the  Individual  In  the  COPPER  environment, 
particularly  pay,  do  not  measure  up  to  those  provided  by  separate  pay  and 
personnel  organizations.  Responses  rendered  to  customer  service  questionnaires 
did  not  confirm  the  concept  and/or  advantages  of  a consolidated  customer  ser- 
vice activity  for  personnel  Inquiries. 

1.7.9.  Supervisors. 

Almost  two-thirds  of  the  supervisors  within  the  COPPER  environment 
were  negative  toward  COPPER.  Many  of  those  who  expressed  a positive  response 
did  so  with  qualification. 

1.7.10.  Evaluators. 

A majority  of  evaluation  team  members  In  the  COPPER  PPSDs  Indicated 
COPPER  was  not  working  as  planned  or  producing  the  desired  results  In  terms 
of  service. 

1.7.11.  Independent  Teams. 

The  DA  Personnel  Management  Assistance  System  (PERMAS)  Team  con- 
cluded that  the  personnel  service  and  support  provided  to  the  soldier  and 
commanders  Is  not  as  good  In  the  COPPER  environment.  The  Military  Personnel 
Strength  Evaluating  Team  concluded  that  techniques  required  by  COPPER  had 
no  positive  or  negative  Influence  on  military  strength  accounting.  The  DA 
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1.8.  RECOMMENDATIONS. 


1.8.1.  Based  on  Test  Evidence: 

e That  testing  of  the  fully  Integrated  COPPER  prototype  organizations 
be  terminated  at  the  earliest  practical  date,  and  the  TOE  PPSOs  as  a minimum 
be  reconfigured  Into  their  original  organizational  alignments. 

e That  the  SIDPERS/JUMPS  Interface  be  continued  at  Fort  Bragg  to 
provide  a basis  for  continued  development  and  refinement. 

a That  the  feasibility  of  an  Anqy-wlde  SIDPERS/JUMPS  reconcllatlon 
program  at  Installation  level  be  explored. 

1.8.2.  Other  Recommendations; 

The  following  recommendations  are  not  based  upon  test  evidence 
but  reflect  the  subjective  judgement  and  experience  of  those  Involved 
In  the  evaluation  — 

e The  PPSOs.  after  reconfiguration  Into  "normar  finance  and 
personnel  offices,  should  remain  collocated  and  continue  to  use  consolidated 
In/out  processing  facilities. 

e The  Army  should  refocus  Its  design  efforts  In  the  direction  of  a 
"standardized"  military  personnel  office. 

e The  Army  should  reaffirm  the  desirability  of  consolidation  of 
personnel  and  pay  as  a long  range  goal.  However,  over  the  foreseeable  future 
the  Army  should  endeavor  to  collocate  personnel  and  finance  offices  In 
Improved  facilities  and  establish,  for  a given  set  of  offices,  support  for 
the  same  units  and  troop  population  — as  a prerequisite  for  fully  Integrated 
operations  during  the  m1d-1980's. 
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Attached  as  Inclosure  1 are  the  approved  minutes  of  the  7 February  1978 
COPPER  Merger  Steering  Group  Meeting  convened  at  Fort  Bragg*  NC. 

I Recommendations/ comments  of  all  addressees  to  DRAFT  minutes  have  been 

carefully  revleived  and  appropriate  modifications  Incorporated. 


Major  General  * USA 
Conmandlng 


Cdr.  MILPERCEN.  ATTN:  DAPC-MSF-O,  Alexandria*  VA  22332 
Cdr*  TRADOC*  ATTN:  ATPR,  Fort  Monroe*  VA  23651 
Dep  CofS  for  Pers*  DA*  ATTN:  DAPE-PB*  Wash*  DC  20310 
The  Adjutant  General,  DA*  ATTN:  DAAG-PLP*  Wash*  DC  20214 
Dep  CofS  for  Mil  Opns*  DA,  ATTN:  DAMO-FDP-E*  Wash*  DC  20310 
DA*  OCE*  ATTN:  OAEN-FEB-S*  Forrestal  Bldg*  Wash*  DC  20310 
Dir*  AAD*  HQDA*  ATTN:  DACS-DIF*  Wash*  DC  20310 
Cdr*  XVIII  Abn  Corps  6 Ft  Bragg*  ATTN:  AFZA-AG*  Fort  Bragg*  NC  28301 
Cdr*  CSC*  ATTN:  CSCS-PSP*  Fort  Belvoir*  VA  22060 
, Cdr*  FORSCOM*  ATTN:  AFPR*  Fort  McPherson*  GA  30330 

Cdr*  USAFAC*  ATTN:  FINC*  Fort  Benjamin  Harrison*  IN  46249 
DA*  COA*  ATTN:  DACA-FAZ-X*  Wash*  DC  20310 
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MEMORANDUM  FOR  RECORD 

SUBJECT:  COPPER  Merger  Steering  Group  Meeting  Minutes*  7 February  1978 

PROJECT  AGENCY:  US  Anqy  Adnini strati on  Center 

Fort  Benjanin  Harrison*  IN  46216 
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1.  Administration: 

a.  A Merger  Steering  Group  Meeting  for  Project  COPPER  convened  at 
0800  hours*  7 February  1978*  at  Fort  Bragg*  NC. 

b.  Attendees  are  listed  at  Inci  1.  Asterisks  Indicate  voting 
members.  The  only  voting  member  absent  mas  DA  DCSOPS. 

c.  The  meeting  agenda  Is  at  Inci  2. 

d.  The  meeting  addressed  the  following  Issues; 

(1)  The  Executive  Summary  of  the  Sep>9ct  77  COPPER  Evaluation 
(provided  to  members  prior  to  the  meeting). 

(2)  Data  compiled  from  the  evaluation  (Inci  3). 

(3)  Proponent  recoMMndatlons  and  proposals  based  on  evaluation 
results  (Inci  4). 

(4)  User  comments  on  evaluation  executive  summary  and  future 
direction  of  COPPER  (Inci  5). 

2.  Discussion; 

a.  The  chairman  opened  the  meeting  with  a general  Introduction  of 
the  meeting's  agenda.  MG  Nundle  obtained  assurance  that  all  present 
basically  recognized  and  Indorsed  the  valldity/objectivlty  of  the  COPPER 
evaluation.  (Ltr*  HQ  Southern  District*  U.S.  Army  Audit  Agency* 

CSAA*S0D*  15  February  1978*  Subject;  Audit  of  Follow-on  Prototype  Test 
of  the  Consolidation  of  Military  Pay  and  Personnel  (COPPER)*  Audit  Report 
SO  78-706  attached  as  Inci  6.) 
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b.  MG  Mundie  Identified  four  basic  design  errors  from  which  lessons 
must  be  learned  for  future  endeavors: 

(1)  The  lack  of  a common  data  base. 

(2)  The  failure  to  standardize  the  MILPO  environment  prior  to 
Introducing  the  total  pay  and  personnel  consolidation. 

(3)  The  failure  to  develop  complete  exportable  operator  training 
package. 

(4)  The  fact  that  divergent  guidance  and  thrust  of  resources/ 
priorities  from  DA  proponents  often  unintentionally  worked  to  the 
detriment  of  the  consolidated  operator. 

c.  MG  Kaplan  (OCSPER,  FORSCOM)  noted  that: 

(1)  The  (personnel  turbulence  and  level  of  MOS  training  within  the 
PPSDs  which  have  been  alluded  to  as  detractions  from  their  performance 
were  In  fact  "real  world"  and  without  them  a meaningful  test  could  not 
have  been  conducted. 

(2)  The  Army  had  attempted  to  merge  Incompatible  systems  and  that 
the  conclusions  of  the  PS3  study  could  be  outdated  as  a result  of 
technological  advances. 

(3)  Designing  a new  operation  should  be  accomplished  from  top  to 
bottom,  not  the  reverse  as  was  attempted  In  COPPER. 

(4)  It  Is  time  to  stop  and  evaluate  the  current  state  of  the  art, 
what  the  future  holds,  and  how  It  all  meshes  together  in  order  to  deter- 
mine future  direction. 

d.  BG  Lynn  (COA)  Identified  that  future  designs  must: 

(1)  Comnence  with  records,  encompassing  the  features  of  ERAD  and 
JACS. 

(2)  Improve  training  for  all  related  personnel. 

(3)  Feature  service  from  a common  data  base. 

e.  An  open  forum  type  exchange  based  on  data  contained  at  Incls  3, 
4,  and  5 and  the  COPPER  Evaluation  Executive  Summary  resulted  In  the 
following  recommendations  being  adopted  by  the  COPPER  Merger  Steering 
Group: 
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(1)  That  the  COPPER  test  be  terminated. 

(2)  That  the  three  Fort  Bragg  PPSDs  reorganize  Into  separate  but 
collocated  MILPO/COMPACT  and  F&AO  activities:  the  Fort  Harrison  PPSD 
remain  Intact  as  an  AONINCEN  developmental  laboratory  and  continue  to 
use  the  SIDPERS/ JUMPS  interface. 

(3)  That  the  Anny  establish  as  a long-term  goal  (10-15  years),  one 
common  data  base  at  departmental  level  (a  US  Army  data  base)  with  single 
source  input  at  each  echelon.  Determine  the  organization  and  procedure 
to  support  the  concept  (common  data  base)  over  an  evolutionary  period. 

(4)  That  MILPERCEN/USAFAC/AOMINCEN  Jointly  continue  to  explore  the 
merit  of  the  SIDPERS/ JUMPS  Interface,  resolving  system  disconnects,  and 
if  required,  test  the  interface  at  an  Installation  other  than  Fort  Bragg. 

As  an  aside,  the  Fort  Bragg  PPSDs  would  hav^  the  option,  subject  to 
USAFAC/MILPERCEN  review,  to  continue  or  discontinue  utilizing  the 
interface. 

(5)  That  MILPERCEN/USAFAC  develop  an  Army-wide  SIDPERS/JUMPS 
reconciliation  package  which  Is  processed  from  the  top  (MILPERCEN)  * 
down  (MILPO). 

(6)  That  the  Army  endeavor  to  collocate  personnel  and  finance  offices. 

(7)  That  MILPERCEN/AOMINCEN  develop  a standardized  MILPO  concept  with 
common  processing  procedures  versus  organization  design. 

(8)  That  ADMINCEN  design  a Joint  (personnel /finance)  customer  service 
activity  concept  to  be  furnished  the  separate  offices  at  Fort  Bragg. 

Upon  refinement,  the  final  concept  will  be  provided  MILPERCEN/USAFAC  for 
proliferation  where  appropriate  (^l^ljw^y4^of f 1 ces ) . 

3.  The  final  COPPER  Merger  Steering  Group  meeting  concluded  at  1700  hours. 
7 February  1978. 
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OIR.  PERSONNEL  INFORMATION  SYSTEMS.  MILPERCEN 
OIR  OF  FINANCE  B ACCOUNTING.  COA 
OIR.  PERSONNEL  MANAGEMENT  SYSTEMS.  MILPERCEN 
OIR  OF  PLANS  & OPNS.  TA6CEN 
AG.  FORSCOM 

DIR.  COMBAT  DEVELOPMENTS.  ADMINCEN 
AG,  XVIII  ABN  CORPS  & FT  BRAGG 
CDR.  MILPERCENEUR 

C.  FINANCE  & ACCOUNTING  DIV,  DCSCOMPT,  FORSCOM 

COMPT,  XVIII  ABN  CORPS  & FT  BRAGG 

COR,  1ST  COSCOM 

DCOR  FOR  SYSTEMS.  ADMINCEN 

C.  FIN  A ACCTG  SYSTEMS  PLANS  OFC,  USAFAC 

A/DCSPER.  TRAOOC 

COR.  HQ  COMD.  FT  BRAGG 

DEPUTY  TEST  DIRECTOR.  PROJEa  CAR  TEST  HQ 
DIR.  EVALUATION.  ADMINCEN 
COMPUTER  SPECIALIST,  FUNCTIONS  SYSTEMS  DIV,  AAO 
A/OIR  OF  PLANS,  PROGRAMS  I BUDGET,  DA  DCSPER 
ASSOCIATE  DIR.  OFC  OF  COMD  B STAFF  AUDITS,  HQ  USAAA 
C,  BLOG  B STRUCTURE  BR,  BLDG  B 6R0S  OIV,  FAC  ENGR,  OCE 
DA.  DCSOPS 
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AGENDA 

0600  OPENING  REMARKS  M6NUNDIE 

0810  REPORT  ON  EVALIiATION  COLICBER 

0920  BREAK 

0930  PROPONENT  REPORT  COL  EEMODGON 

1030  ERAD  LTC  SIRICKlfR/CPT  fWICIEV 

1200  LJJNCH 

1315  AIRBORNE  CORPS  CCTtENTS 

lAOO  OPEN  DISCUSSION 

1530  DEVELOP  fERGER  STEB^ING  GROUP  REOCrfENDATIONS 

CLOSING  \&ms  ns  nJDiE 


PURPOSE  OF  1977  COPPER  TEST 


TO  EVALUATE.  IN  COMPLIANCE  WITH  VCSA  DIRECTIVE  DATED 
13  JANUARY  1977.  THE  REVISED  TOE/TDA  COPPER  PROTOTYPE 
ORGANIZATION'S  CAPABILITY  TO  PERFORM  PAY  AND  PERSONNEL 
SERVICE  TO  THE  SUPPORTED  SOLDIER/ORGANIZATION. 


COPPER  PROTOTYPE  EVALUATION 


TASKING  RECEIVED 

SUBMIT  OUTLINE  TEST  PLAN  (OTP) 

WORKING  CONFERENCE 

COMPLETE  TEST  DESIGN  PUN  (TDP) 

TUP  MURDER  BOARD 

TDP  IN  PROCESS  REVIEW 

BEGIN  BASELINE  DATA  COLLECTION 

TRAIN  DATA  COLLECTORS 

CONDUCT  PILOT  TEST 

BEGIN  TEST 

END  TEST 

IN  PROCESS  REVIEW 
SUBMIT  FINAL  TEST  REPORT 


28  APR  77 

27  JUN  77 

16  AUG  77 
19  AUG  77 
22  AUG  77 
24  AUG  77 

29  AUG  77 
12  SE?  77 
19  SEP  77 
26  SEP  77 

28  OCT  77 

17  JAN  78 
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ORGANIZATION  FOR  TESTING 
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COST:  OflA  $208,800 
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TEST  OBJECTIVES 


OBJECTIVE  1:  ASSESS  THE  EFFECTIVENESS  OF  THE  REVISED  COPPER 
PAY  AND  PERSONNEL  PROCEDURES.  TO  INCLUDE  THE  ADEQUACY  OF 
COPPER  CONTROL  AND  OPERATIONAL  PROCEDURES;  POR  PROCESSING; 
TIMELINESS  OF  PAY  AND  PERSONNEL  ACTIONS;  AND  CUSTOMER  SATIS- 
FACTION AS  COMPARED  TO  PRE-COPPER.  EARLY  COPPER.  AND  NON- 
COPPER RESULTS. 

OBJECTIVE  2:  ASSESS  THE  ADEQUACY  OF  THE  SIDPERS/JUMPS  INTERFACE. 

OBJECTIVE  3:  ASSESS  THE  EFFECTIVENESS  OF  COPPER  ON  THE  PERSONNEL 
MANAGEMENT  SYSTEM  WITH  COMPARISON  HADE  TO  A NON-COPPER  SYSTEM. 

OBJECTIVE  4:  ASSESS  THE  EFFECTIVENESS  OF  COPPER  ON  PERSONNEL 
STRENGTH  MANAGEMENT  WITH  COMPARISON  MADE  TO  A NON-COPPER  SYSTEM. 

OBJECTIVE  5;  ASSESS  THE  EFFECT  OF  COPPER  ON  JUMPS  WITH  COM- 
PARISON HADE  TO  A NON-COPPER  SYSTEM. 
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TEST  CONDITIONS 

THE  COPPER  PROTOTYPE  ORGANIZATIONS; 

-WERE  NOT  REQUIRED  TO  RESPOND  TO  SIMULATION  OR  SCENARIO 
CONDITIONS. 

-RESPONDED  TO  REQUIREMENTS  GENERATED  BY  NORMAL  DAY  TO 
DAY  ACTIVITIES. 

-WERE  NOT  PERMITTED  TO  DEVIATE  FROM  THE  COPPER  USER  MANUAL. 
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TITLE 


1 Relationships  of  Subtests/Objectives 

2 Action  Processing  Times 

3 Control  & Operational  Procedures 

4 Staffing 

5A  Staffing  Comparison 

B Career  Field  and  Grade  Mismatches 

5A  Average  Weekly  Uorkhours 

B Field  Grade  Officers/Span  of  Control 

7 Facility  Square  Footage 

8 SIDPERS/JUMPS  Interface  Contribution 


9A 

SIDPERS/JUMPS  Interface  Accuracy 

B 

JUMPS/SIOPERS  Reconciliation 

10 

POR  Results 

11 

Customer  Satisfaction 

12 

General  Survey  Results 

13 

Customer  Service  Survey  Results 

14 

Select  Survey  (Cmdrs  et  al)  Results 

15 

J-A  Reneat  Rate  Comparison 

(101st/82d) 

16 

1)  « 

(13th  COSCOH/lst  COSCOM) 

17 

n u 

(Campbell,  USAG/XVIII) 

18 

n M 

(CONUS  Div  Aver./82d) 

19 

J-A  Late  Pay  Changes  Rates 

(101st/82d) 

20 

N W 

(I3th  COSCOM/lst  COSCOfi) 

21 

N M 

(Campbell,  USAG/XVIII) 

22 

N N 

(CONUS  Div  Aver./82d) 

23 

SIDPERS  MILPO  Accuracy 

(•'Campbell ''/"Bragg") 

24 

M N 

(1st  Cav/82d) 

25 

H " 

(III  Corps/XVIII) 

26 

H •' 

(13th  COSCOFVIst  COSCOM) 
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PERMAS  Project  Results 

PERNAS  Teen  Observations 
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FAA  Assistance  Team  Recommendations 
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(SUBTEST  1) 
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FLT  PAY  (F,P)  3.7  NA  HA  ^ 

6PU)  (F)  6.1  6.7  3.9  ^ 

IN  PROCESS  (F,P)  9.3  9.7  6.9  @ 

1/  DOES  NOT  INCLUDE  TINE  (LESS  THAN  1 DAY)  FOR  PROCESSING  AND  DISTRIBUTIOii 
OF  UNIT  TRANSMim  LEHERS  FROM  THE  MILPO  TO  FINANCE.  IF  APPLICABLE. 


(CONTINUED) 
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CONTROL  & OPERATIONAL  PROCEDURES 
(SUBTEST  1) 

0 DOCUMENT  FLOW  AND  PROCESSING  PROCEDURES  FOLLOWED. 

0 m OF  SUPERVISORS  AND  26%  OF  EVALUATION  TEAM  MB1BERS 
IN  COPPER  ENVIRONMENT  FELT  PROCEDURES  WOULD  PRECLUDE  FRAUD  - 
AS  COMPARED  TO  58%  AND  62%.  RESPECTIVELY.  IN  NON-COPPER 
ENVIRONMENT. 

0 58%  OF  SUPERVISORS  AND  61%  OF  EVALUATION  TEAM  MEMBERS 
IN  COPPER  ENVIRONMENT  INDICATED  CONTROL  PROCEDURES  WOULD 
PREVENT  MISPUCED  RECORDS  - AS  COMPARED  TO  77%  AND  63%. 
RESPECTIVELY.  IN  NON-COPPER  ENVIRONMENT. 

0 63%  OF  SUPERVISORS  AND  57%  OF  EVALUATION  TEAM  MEMBERS  AT 
FORT  BRAGG  WERE  NEGATIVE  CONCERNING  THE  PERSONNEL  AND  PAY 
SERVICE  PROVIDED  IN  COPPER  ENVIRONMENT. 
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STAFFING 

INSTALLATION  AUTHORIZED  ACTUAL 

FORT  BRAGG  PPSD*s 


82d  airborne  DIV 

360 

387 

(1) 

1st  COSCOM 

310 

336 

(1) 

XVIII  AIRBORNE  CORPS  & FB 

228 

m 

(2) 

TOTALS 

898 

951 

FORT  CAMPBELL 

131st  airborne  DIV  HILP0(3) 

312 

321 

(2) 

lOlsT  AIRBORNE  DIV  FINANCE 

90 

80 

FIN  A ACCTG  DIV.  USAG 

J1 

J8 

(2) 

TOTALS 

A53 

459 

['■ 

I 

b.  (1)  INCLUDES  "SPECIAL  DUTY"  AS  FOLLOWS;  82d  AIRBORNE  DIV  - 7; 

p 1st  COSCOM  - 35; 

i (2)  INCLUDES  CIVILIANS  AS  FOLLOWS:  XVIII  AIRBORNE  COPRS  AND 

FORT  BRAGG  - 102;  101st  AIRBORNE  DIV  MILPO  - 19;  FIN  & ACCT6 
f DIV.  USAG  - 22; 

[ (3)  MILITARY  PERSONNEL  OPERATIONS  ONLY. 


1 


•-#1 


STAFFING  COMPARISON 


FORT  BRAGG  1/ 

909  PERSONNEL  SERVICE  39.259  - 1/43.2  RATIO 
FORT  CAMPBELL 

459  PERSONNEL  SERVICE  21.238  * 1/46.3  RATIO 

1/  NET  OF  SPECIAL  DUTY  PERSONNEL  AS  FOLLOWS: 
DIV  - 7j  1st  COSCOM  - 35. 


i 


82d  AIRBORNE 


V. 

k* . 


(SUBTEST  1) 

CAREER 

FIELD  GRADE 

Uilll  STRENGTH  I/HISHATCHES  H1SHATCHES2/ 


82d  AIRBORNE  PPSD 

380 

138  2/ 

41 

1st  COSCOM  PPSD 

301 

56 

43 

XVIII  AIRBORNE  CORPS  PPSD 

228 

16 

10 

lOlsT  MILPO 

312 

56 

22 

lOlsT  FINANCE 

90 

1 

0 

FIN  & ACCT6  DIV,  CAMPBELL 

51 

0 

4 

1/  LESS  "SPECIAL  DUTY"  PERSONNEL 

V MOST  CASES  WERE  OF  "OVERGRADING" 

i/  INCLUDED  79  MOS  IIB  PERSONNEL 

N-fl 


(SUBTEST  1) 


FORT  BRAGG 

82o  AIRBORNE  DIV  PPSD 

30.1 

1st  COSCOH  PPSD 

28.4 

XVIII  AIRBORNE  CORPS  A FT  BRAGG  PPSD 

33.1 

WEIGHTED  AVERAGE  (BRAGG) 

(30.3) 

FORT  CAMPBELL 
lOlST  AIRBORNE  DIV  MILPO 
lOlsT  AIRBORNE  DIV  fInANCE 
FINANCE  & ACCOUNTING  DIVISION.  USA6 
WEIGHTED  AVERAGE  (CAUPBELL) 


coral 


M-M 


32.3 

35.6 

33.7 
(33.1) 


j 


FIELD  GRADE  STAFFING/SPAN  OF  CONTROL 
(SUBTEST  1) 


I 


f, 

[ FACILITY  SQUARE  FOOTAGE 

t (SUBTEST  1) 

FORT  BRAGG 

82d  AIRBORNE  DIVISION  PPSD 
1st  COSCOM  PPSD 

XVIII  AIRBORNE  CORPS  & FORT  BRAGG  PPSD 
TOTAL  (BRAGG) 

AVERAGE  SQ.  FT.  PER  PERSON 

FORT  CAMPBELL 

lOlsT  AIRBORNE  DIV  MILPO 
lOlsT  AIRBORNE  DIV  FINANCE 
FINANCE  & ACCOUNTING  DIVISION.  USA6 
TOTAL  (CAMPBELL) 

AVERAGE  SQ.  FT.  PER  PERSON 


f 


1 

COPPER  N-SO 


32.383 

38.137 

3N.3ZZ 

10N.897 

(115.4) 


32.407 

7.478 

3.989 

43.874 

(95.6) 


(SUBTEST  2) 


(SUBTEST  2) 

SI3PERS  TRANSACTIONS  DURING  33  DAY  TEST 
(ALL  BRAGG  PPSD's)  71,855 

LESS  NON-IHTERPACE  CARDS  51.631 

INTERFACE  CARDS  20,224 

LESS  INTERFACE  CAROS  'PULLED'  (ARV  PCS, 

AUTH  JUMP,  ETC.)  3.457 

TRANSMITTED  TO  USAFAC  1G.767 

TOTAL  JUMPS  - ARMY  INPUTS  TO  USAFAC  (OCT)  61,376 

TIMES  (X)  COMPARABILITY  FACTOR  TO  ADJUST  TO 
33  DAYS  xl.l 

ADJUSTED  JUMPS  -ARMY  INPUT  67.514 

INTERFACE  CONTRIBUTION  TO  jaiPS-ARHY 

(16,767/67,514)  ZiLfiX 


■r 
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ORGANIZATION 

INTERFACE 

REJECT 

RATE 

JUNPS-ARNY 
OCT  REJEa 
RATES 

82d  airborne  DIV  PPSD 

6.7Z 

5,1Z 

1st  COSCOM  PPSD 

6.SZ 

8.2Z 

XVIII  AIRBORNE  CORPS  & FB  PPSD 

1.9Z 

2.1Z 

lOlsT  AIRBORNE  DIV 

NA 

l.OZ 

FINANCE  a ACCOUNTING  DIV 
(CAMPBELL) 

NA 

0.5Z 

13th  COSCOM.  HOOD 

NA 

2.1Z 

1st  cavalry  DIV.  HOOD 

NA 

2.5Z 

1st  INFANTRY  DIV.  RILEY 

NA 

1.3Z 

COPPER 


SIDPERS/JUMPi  RECQUCIUATIOM 

(SUBTEST  2) 

0 COMPARES  JUMPS  EXTRACT  TAPE  AGAINST  SIDPERS  LOCAL  DATA 
BASE 

0 OCCURS  PERIODICALLY  IN  COPPER  ENVIRONMENT  AT  BRAGG 

0 AT  BRAGG.  6.920  CASES  OF  "MATCHED"  JUMPS  AND  SIDPERS 
RECORDS  WITH  DISCREPANCIES  ON  COMMON  ITEMS  --  17. 6X  OF  TOTAL 
POPULATION. 

0 FIRST  TIME  COMPARISON  AT  CAMPBELL.  6.737  DISCREPANCIES  - 
31. 7X  OF  TOTAL  POPULATION. 
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COPPER 
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(SUBTEST  6) 


1 


THREE  SURVEYS  USED  - 

0 GENERAL  SURVEY  OF  MILITARY  POPULATION  (1.7X)  AT 
FORTS  BRAGG  AND  CAMPBELL  (1^015  RESPONDENTS) 

0 CUSTOMERS  AT  SERVICING  ORGANIZATIONS  (S.445 
RESPONDENTS) 

0 COMMANDERS.  SGM/CSM's.  1st  SGT's.  PSNCO's  (742 
RESPONDENTS) 


(SUBTEST  7) 


COPPER 


(SUBTEST  7) 


CAMPBELL 


GEO 

BRAGG 

SATISFIED  WITH  PAY  SERVICES  71.951 

SATISFIED  WITH  PERSONNEL  SERVICES  59.6Z 


80. 5Z 
64. 2Z 


i 


I 
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CUSTOHEH  SERVICE  SURVEY  RESULTS 
(SUBTEST  7) 


fifiM 

CAMPBEU 

PERSONNEL  REUTED  BUSIi^ESS 

4A.2Z 

75.3% 

FIIIANCE  REUTED  BUSINESS 

55. 8Z 

24.7% 

CUSTOMER  HAD  APPOI.ITMENT 

42. 3Z 

46.2% 

HAD  WAIT  FOR  RECEPTIONIST 

55. 7Z 

46.0% 

HAD  ADDITIONAL  WAIT  FOR  CLERK 

60. 3Z 

49.6% 

FIRST  TIME  VISIT 

61.3% 

71.9% 

SERVICE  WITHOUT  RECORDS 

41.2% 

20.9% 

IF  RECORDS  REQUIRED,  OVER  15 

MINUTES  TO  LOCATE 

30.6% 

9.9% 

CLERK  COULD  NOT  PROVIDE  SERVICE 

7.6% 

3.6% 

DISSATISFIED  WITH  SERVICE 

11.4% 

6.1% 

(SUBTEST  7) 


CAMPBELL. 

RATED  PAY  SERVICES  *EXCELLEiilT* 

OR  "GOOD*  66.7X  91. OX 

RATED  PERSONNEL  SERVICES 

"EXCELLENT"  OR  "GOOD"  62. 5X  81. 4X 


CONSIDERED  SOLDIER  VISITS 
TO  SERVICING  ORGANIZATIONS 

AS  "EXCESSIVE"  50.3X  27.4X 


l-hWH-H+H-’ 


JU:-!PS-AraQr  Reject  Rate 
o conus  "Olvision  Average 
o 820  Airborne  Division 


W75  1976  1977 


88.5! 


loot 


;r7- 


perhas  project  results 

(SUBTEST  3) 


PROJECT 


PERSONNEL  RECORDS  ilAINTENANCE 
SIDPERS  PERSONNEL  FILE 
OPERATING  STRENGTHS/RECORDS 
SERVICED 

ENLISTED  PROMOTIONS 
CLASS I F I CAT I ON/ RECLASS I F I CAT I ON 
OF  PERSONNEL 

SELECTIVE  REENLISTMENT  BONUS 
PROGRAM 

PROFICIENCY  PAY  PROGRAM 
ENLISTED  EVALUATION  REPORTS 
OFFICER  EVALUATION  REPORTS 
OFFICER  RECORD  BRIEFS 
SUSPENSE  ROSTER 
SUSPENSION  OF  FAVORABLE  PER- 
SONNEL ACTIONS 

ENLISTED  ADMINISTRATION 
DISCHARGES 

ASSIGNMENT  ELIGIBILITY  AND 
AVAILABILITY  (AEA)  CODES 


COPPER  NON-COPPER  DIF 


PSrence 


X 

X 


RESULTS  NOT  PSS  RELATED 
X 


X 

X 

X 

X 

X 


PROJECT 

CUSTOMER  SERVICE  ACTIVITY 
ENLISTED  DELETION/DEFERMENT 
PROCEDURES 

y.ILIZATION  OF  FIRST 
TERM  ENLISTEES 

IN/OUT  PROCESSING 
JUMPS-ARMY  ASSISTANCE 
PROGRAM  (SEE  NOTE) 

MOVEMENT  DESIGNATOR  CODES 
ENLISTED  PREFERENCE  STATEfOTS 
PAC/CABL  OPERATIONS 

ENLISTED  QUALITATIVE 
MANAGEMENT  PROGRAM 
SECURITY  CLEARANCES 
SIB/SQIB 

TRANSFER  OF  EDUCATIONAL 
DEVELOPMENT  RECORD 


COEEEfi  UzCOEBEa  DIEEERENCE 

RESULTS  NOT  COMPARABLE 


NOTE:  THE  PERMAS  TEAM  FOUND  UPON  FURTHER  ANALYSIS  OF  PROCEDURES 
USED  AND  DATA  COLLECTED  IN  THE  JUMPS  ARMY  ASSISTANCE  PROGRAM 
PROJECT  THAT  INSUFFICIENT  DATA  WAS  COLLECTED  TO  SUPPORT  A 
CONCLUSION.  PERMAS.  THEREFORE.  DEFERRED  TO  THE  DA  FINANCE 
AND  ACCOUNTING  ASSISTANCE  TEAM  REGARDING  CONCLUSIONS. 


COPPER 


EBQJEI 

POINT  OPERATIONS 

WARRANT  OFFICER  ASSIGNMENT 
AND  UTILIZATION 

SPONSORSHIP  PROGRAM 
TOTALS 

PERMAS  TEAM  EVALUATION 
OF  COPPER/NON-COPPER 


NO 

CQP-PER  NQNrEOEEEB  DIFFERENCE 


X 

(2) 


(19) 

X 


(6) 
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COPPER 


I 


PEftlAS  TEAH  QBSERVATIOHS 
(SUBTEST  3) 


1.  PERSONNEL  RECORDS  flAINTENANCE.  ACCURACY  AND  RELATED 
PERSONNEL  FUNCTIONS  ROUTINELY  RESERVE  LAST  PRIORITY  UNDER 
COPPER. 

2.  COPPER  REQUIRES  NORE  MANPOWER  THAN  NON-COPPER  TO  PRODUCE 
AN  ACCEPTABLE  PRODUCT. 

3.  IN  ALMOST  ALL  AREAS  REVIEWED.  THE  TIMELINESS  OF  ACTIONS 
IS  NOT  AS  GOOD  IN  THE  COPPER  ENVIRONMENT. 

4.  THE  SPAN  OF  CONTROL  UNDER  COPPER  IS  OVERWHEU1ING. 

5.  THE  FRAGMENTING  OF  ACTIONS  NOTED  RESULTED  IN  DIFFUSED 
RESPONSIBILITIES  AiID  THE  RELIEF  OF  RESPONSIBLE  ACTION 
SECTIONS  FROM  THE  QUALITY  EDIT  OF  THEIR  INPUT  AND/OR  FINAL 
PRODUCT. 

6.  COPPER  APPEARS  TO  FORCE  CONCENTRATION  ON  THE  SYSTEM 
RATHER  THAN  SUBSTANTIVE  ACTIONS/FUNCTIONS  WITHIN  THE  SYSTEM. 

7.  IN  MANY  AREAS  SURVEYED,  THE  REQUIREMENTS  IN  THE  PERSONNEL 
REGULATIONS  (INCLUDI.%  SIDPERS  REQUIREMENTS)  WERE  NOT  ADEQUATELY 
ADDRESSED  IN  THE  COPPER  USER  MANUAL  OR  THEY  HERE  NOT  COMPATIBLE. 


8.  TWO  ANTICIPATED  ADVANTAGES  OF  THE  COPPER  SYSTEM,  THE 
COMPARISON  OF  COMMON  DATA  ELEMENTS  BETWEEN  JUMPS  AND  SIDPERS 
AND  THE  CONTROL  OF  DOCUMENTS  ARE  NOT  PRODUCING  THE  RESULTS 
EXPECTED. 


(SlIRTFST 

1.  THE  COPPER  TEST  AND  FURTHER  PROLIFERATION  SHOULD  BE 
TERMINATED  AND  NON-COPPER  PROCEDURES  INSTITUTED. 

2.  THE  FINANCE  AND  PERSONNEL  FUNCTIONS  SHOULD  REMAIN  CO- 
LOCATED  WITH  A COMMON  CUSTOMER  SERVICE  ACTIVITY. 

3.  EMPHASIS  SHOULD  BE  DIRECTED  TO  PROJECT  ERAD  (ELIMINATED 
RECORDS  ADMINISTRATION  DUPLICATION)  IN  LIEU  OF  PROJECT 
COPPER. 

4.  WORK  SHOULD  CONTINUE  ON  STANDARDIZING  MILPO  OPERATIONS 
(LESS  FINANCE),  ESTABLISHING  MORE  FINITE  PROCEDURAL  GUIDANCE 
AND  IMPROVING  DOCUMENT  CONTROL. 

5.  WORK  SHOULD  CONTINUE  OH  SIDPERS/JUMPS  INTERFACE,  AND 
AS  A MINIMUM  PROVIDE  THE  CAPABILITY  ARMY-WIDE  TO  COMPARE 
AND  RESOLVE  DIFFERENCES  BETWEEN  COMMON  ELEMENTS  OF  THE 

TWO  DATA  BASES,  ALONG  WITH  THE  ABILITY  TO  UPDATE  THE  COMMON 
DATA  ELEMENTS  VIA  ONE  INPUT  TRANSACTION. 


i 

I 
f 
> 

I 

I 
; 

\ 

(SUBTEST  i|) 

THE  TECHNIQUES  REQUIRED  BY  COPPER  HAD  NO  POSITIVE  OR 
NEGATIVE  INFLUENCE  ON  tllLITARY  STRENGTH  ACCOUNTING.  THE 
CONUITIONS  NOTED  DURING  THE  EVALUATION  (AT  FORT  BRAGG)  WERE 
EQUALLY  CHARACTERISTIC  OF  MANY  OTHER  NON-COPPER  INSTALUTIONS. 


FINANCE  ft  ACCOUNTING  ASSISTANCE  TEAM  CONCLUSIONS 

(SUBTEST  5) 


1.  THERE  WERE  NO  RELEVANT  DIFFERENCES  BETWEEN  THE  DISBURSING 
AND  TRAVEL  PAY  FUNCTIONS  OF  COPPER  AND  NON-COPPER  FINANCE 
ACTIVITIES. 

2.  THE  BLOCK  TICKET  CONTROL  LOG.  BECAUSE  OF  VOLUME.  SERVED  AS 
A PROCESSING  BOHLENECK  IN  THE  COPPER  ENVIRONMENT. 

3.  NONAVAILABILITY  OF  EITHER  FINANCE  OR  PERSONNEL  RECORDS 
IN  the  COPPER  ENVIRONMENT  DELAYS  ACTION  DOCUMENTS  WHICH 
REQUIRE  INPUT  TO  BE  MADE  TO  BOTH  SIDPERS  AND  JUMPS. 

A.  POR  PROCESSING.  USING  THE  MILITARY  PERSONNEL  RECORDS  JACKETS. 
IMPACTS  UPON  THE  INTEGRATED  CENTRAL  A TO  Z RECORDS  FILES 
IN  THE  COPPER  ORGANIZATION  AS  CONTRASTED  TO  THE  NON-COPPER 
FINANCE  OFFICE. 

5.  TOP  LEVEL  PPSD  MANAGEMENT  FACES  A GREATER  COMPLEXITY 
OF  PROBLEMS  THAN  THOSE  ENCOUNTERED  IN  A NON-COPPER  NON- 
INTEGRATED  FINANCE  OFFICE.  A BROADER  SPECTRUM  OF  EXPERTISE 
IS  DEMANDED  OF  THE  ONE  TOP  MANAGER  WITHIN  THE  COPPER 
ORGANIZATION. 

6.  THE  DAILY  ACTIVITY  REPORT  IS  MORE  COMPLEX  IN  THE  COPPER 
ENVIRONMENT  AND  WAS  NOT  PROVIDING  RELIABLE  DATA. 


3/0. 
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COPPER 


7.  FACILITIES  HAD  A VERY  VISIBLE  IMPACT  ON  THE  OPERATIONS 
OF  ORGANIZATIONS  IN  THE  COPPER  ENVIRONMENT,  PARTICULARLY 
THE  1st  CORPS  SUPPORT  COMMAND.  FRAGMENTATION  OF  THE  ORGANI- 
ZATION INTO  MULTIPLE  STRUCTURES  CONTRIBUTED  TO  LACK  OF 
COOPERATION  AND  COMMUNICATION. 

8.  VERIFICATION  OF  BASIC  DATA  IN  THE  MILITARY  PERSONNEL 
RECORDS  JACKET/PERSONAL  FINANCIAL  RECORD  IS  ACCOMPLISHED 
MORE  READILY  IN  THE  COPPER  ENVIRONMENT. 

9.  INQUIRIES  THAT  WOULD  REQUIRE  SEPARATE  VISITS  IN  THE 
NON-COPPER  ENVIRONMENT  ARE  RESOLVED  AT  ONE  LOCATION  IN  THE 
COPPER  MODE. 

10.  THE  MAINTENANCE  OF  THE  PERSONAL  FINANCIAL  RECORD  WAS 
SOMEWHAT  BETTER  IN  THE  NON-COPPER  ENVIRONMENT. 

11.  THE  SIDPERS/JUMPS  INTERFACE  PRODDCES  SOME  TRANSACTIONS 
WHICH  CREATE  PROBLEMS  FOR  THE  FIELD.  ACTION  IS  BEING  TAKEN 
BY  MILPERCEN/CSC  ON  THREE,  THE  OTHER  TWO  HILL  REQUIRE 
ADMINISTRATIVE  PROCEDURE  CHANGES. 

12.  NON-COPPER  FINANCE  OFFICES  - AS  A RESULT  OF  FIVE  YEARS 
OF  OPERATION  UNDER  JUMPS-ARMY  - ARE  ABLE  TO  MAXIMIZE  SYSTEM 
CAPABILITIES. 


15.  FINALLY,  THE  REQUIREMENTS  OF  JUMPS-ARMY  ARE  BEING  EXECUTED 
BETTER  IN  A NON-COPPER  ENVIRONMENT  THAN  A COPPER  ENVIRONMENT. 


1.  THAT  THE  COPPER  TEST  BE  TERHIHATED. 

2.  THAT  THE  ORGAHIZATIOXS  BE  RECONSTITUTED  AS  SEPARATE 
ENTITIES,  BUT  BE  COLLOCATED.  IN  PARTICULAR,  THE  IN/OUT 
PROCESSING  AND  TRAVEL  FUNCTIONS  OF  A FINANCE  OFFICE  SHOULD 

BE  COLLOCATED  WITH  THE  INPROCESSING,  LOCAL  ASSIGNUENT  AND  | 

OUT  PROCESSING  FUNCTIONS  OF  A MILITARY  PERSONt€L  OFFICE.  | 

\ 

J 

5.  THAT  THE  USE  OF  SIDPERS/JUHPS  INTERFACE  CONTINUE  TO  BE  . i 

EXPLORED.  ! 
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COPPER 


• COPPER  ORGANIZATIONS  ARE  NEITHER  AS  EFFICIENT  NOR  AS 
EFFECTIVE  AS  NON-COPPER  ORGANIZATIONS. 


• PERSONNEL  AND  PAY  SERVICES  TO  THE  SOLDIER  HAVE  BEEN 
DEGRADED  UNDER  COPPER. 

• COPPER  PROTOTYPE  ORGANIZATIONS,  AS  CURRENTLY  CONFIGURED, 
DO  NOT  SAVE  PERSONNEL. 

0 COPPER  PPSDs  REQUIRE  MORE  "CONSOLIDATED"  FACILITIES. 

0 MANAGEMENT  OF  COPPER  ORGANIZATIONS  IS  A PROBLEM. 

0 COMMANDERS,  CUSTOMERS,  AND  THE  GENERAL  POPULATION  ARE 
LESS  SUPPORTIVE  OF  COPPER. 

0 SUPERVISORY  PERSONNEL  WERE  GENERALLY  NEGATIVE  TOWARD 
COPPER. 

0 PERMAS  CONCLUDED  PERSONNEL  SERVICE  AND  SUPPORT  IS  NOT 
AS  GOOD  IN  COPPER  ENVIRONMENT. 

0 FINANCE  S ACCOUNTING  ASST  TEAM  FOUND  REQUIREMENTS  OF 
JUMPS-ARMY  EXECUTED  BETTER  IN  NON-COPPER. 

0 SIDPERS/JUMPS  INTERFACE  IS  WORKING  AND  HAS  POTENTIAL 
FOR  CONTINUED  DEVELOPMENT. 

0 SIDPERS/JUMPS  RECONCILIATION  AT  LOCAL  LEVEL  REDUCES 
ERRORS  IN  RECORDS. 


i 

I 

j 


■j 

I 


s 

I 

i 

1 

I 
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RFCnfWMnATIONS 


BASED  ON  TEST  EVIDENCE; 

• THAT  TESTING  OF  THE  FULLY  INTEGRATED  PROTOTYPE 
ORGANIZATIONS  BE  TERMINATED  AT  EARLIEST  PRACTICAL  DATE. 

• THAT  THE  TOE  PPSD's,  AS  A MINIMUM.  BE  RECONFIGURED  INTO 
THEIR  ORIGINAL  ORGANIZATIONAL  ALIGNMENTS. 

• THAT  THE  SIDPERS/JUMPS  INTERFACE  BE  CONTINUED  AT  FORT 
BRAGG  AS  BASIS  FOR  ADDITIONAL  REFINEMENT. 

• THAT  THE  FEASIBILITY  OF  AN  ARMY-WIDE  SIDPERS/JUMPS 
RECONCILIATION  PROGRAM  AT  LOCAL  LEVEL  BE  EXPLORED. 

OTHER  RECOMMENDATIONS: 

• THAT  THE  PPSD's.  AFTER  RECONFIGURATION.  REMAIN  COLLOCATED 
AiW  CONTINUE  TO  USE  CONSOLIDATED  IN/OUT  PROCESSING. 

• THAT  THE  ARMY  REFOCUS  ITS  DESIGN  EFFORTS  IN  THE  DIRECTION 
OF  A "STANDARDIZED'^  MILITARY  PERSONNEL  OFFICE. 

f THAT  THE  ARMY  REAFFIRM  THE  DESIRABILITY  OF  CONSOLIDATION 
OF  PERSONNEL  AND  PAY  AS  A LONG  RANGE  GOAL. 

• THAT  OVER  THE  FORESEEABLE  FUTURE.  THE  ARMY  ENDEAVOR 
TO  COLLOCATE  PERSONNEL  AND  FINANCE  OFFICES  IN  IMPROVED 
FACILITIES  m ESTABLISH.  FOR  A GIVEN  SET  OF  OFFICES.  SUPPORT 
FOR  THE  SAME  UNITS  AND  TROOP  POPULATION  - AS  A PREREQUISITE 
FOR  FULLY  INTEGRATED  OPERATIONS  DURING  THE  MID-1980's. 
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ACTIONS  NECESSARY  TO  EXP 


ACTIONS/EVENTS  (CONT'D) 


FORT  BRAGG  iNSTALLATlON 


m 


1 


j 


0 Organization  of  COPPER  office  effected  a lOX  personiMil  savings. 

0 Interface  of  SIDPERS/ JUMPS  transactions  Is  Morlclng  as  well  as  it 
can  be. 

0 Reconciliation  Is  key  to  maintenance  of  Interface.  Inprocessing  Is 
the  key  to  maintenance  of  reconciliation. 

0 Single  manager  Is  a positive  component  of  COPPER  for  the  commander 
and  soldier. 

0 Evaluation  Itself  may  have  biased  any  timeliness  statistic's 
collected  during  prototype  test. 


1 


1st  COSCON 


0 COPPER  Is  not  competitive  with  non>COPPER. 

0 Throughout  the  entire  prototype  test  period  which  began  In  January 
1976,  a field  grade  finance  officer  has  not  been  assigned  to  the 
COSCON.  This  may  explain  the  poor  performance  In  the  JUHPS>Army 
statistical  arena.  COPPER  was  predicated  on  the  Chief,  PPSO  and 
Deputy  Chief,  PPSO  have  opposite  (42/44)  OPMS  designations;  this 
opportunity  was  not  afforded  the  COSCON  during  the  prototy^  test. 

0 Cannot  blame  the  poor  performance  noted  by  the  Independent  evalua- 
tions on  the  systems/procedures  employed  by  COPPER. 

0 SIOPERS/JUNPS  Interface  Is  a desirable  feature. 

0 NILPERCEN/USAFAC  Should  coordinate  mesuge  traffic,  consolidate 
where  possible,  and  possibly  reduce  amount  of  messages. 


824  ABN  DIVISION 


0 The  COPPER  systM  It  ovtrcontrollid. 

0 Records  out  of  file  ere  a critical  problem  which  hamper  transaction 
processing. 

0 COPPER  requires  technical  expertise  of  troops  which  they  do  not 
possess. 

0 Span  of  control  Is  unwelldly;  It  should  be  broken  Into  smaller  parts. 

0 A single  finance/pertonnel  system  at  the  top  Is  required. 

0 A single  data  base  Is  required. 

0 Personnel  organization  needs  flexibility;  cannot  operate  under. a 
standardized  HILPO;  perhaps  can  have  joint  Inprocetslng. 

0 The  Inquiry  section  of  Customer  Service  should  be  limited  to  finance 
services. 
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OCPARTMENT  OP  THE  ARMY 

SOUTHERN  DISTRICT.  U.S.  ARMY  AUDIT  AGENCY 
30  PRYOR  STREET,  S.W..  ROOM  1037 
ATLANTA.  GEORGIA  30303 


CSAA-SOO 


1 8 FEB  1978 


SUBJECT:  Audit  of  Fo11ow>on  Prototype  Test  of  the  Consolidation  of  Military 
Pay  and  Personnel  (COPPER),  Audit  Report  SO  78-706 

THRU:  HQDA(C-SAA-3A) 

f r 


TO:  Command^ 

US  Army  A^infstratlon  Center 
Fort  Benjamin  Harrison,  IN  46216 


1.  Purpose  and  Scwe.  At  the  direction  of  the  Vice  Chief  of  Staff,  Army 
we  made  an  audit  of  the  follow-on  protot^e  test  of  COPPER.  The  objectives 
of  the  audit  were  to  determine  If  the  (1)  test  plan  provided  for  collection 
of  sufficient  data  to  perform  an  objective  evaluation  and  was  followed, 

(11)  test  results  were  reported  accurately,  and  (111)  conclusions  were 
supported.  Audit  work  was  done  concurrently  with  the  follow-on  prototype 
test  at  Fort  Bragg,  North  Carolina  and  Fort  Campbell,  Kentucky.  The  audit 
was  made  In  accordance  with  generally  accepted  auditing  standards  during 
the  period  September  1977  to  February  1978. 

2.  Background. 

a.  The  Initial  prototype  test  of  COPPER  was  conducted  at  Fort  Bragg 
during  the  period  22  March  through  23  April  1976.  As  reported  In  our 
Audit  Report  SO  77-401,  17  December  1976,  we  concluded  that  because  of 
various  problems  and  omissions,  the  overall  operational  effectiveness  of 
COPPER  could  not  be  evaluated  objectively  and  the  total  costs  versus 
potential  benefits  could  not  be  assessed.  Me  also  concluded  that  until 
certain  deficiencies  were  corrected,  and  an  objective  evaluation  was  made, 
a decision  on  the  extension  of  COPPER  should  not  be  made.  In  a letter 
dated  13  January  1977,  the  Vice  Chief  of  Staff,  Army  stated  that  expansion 
of  COPPER  testing  to  other  sites  would  be  contingent  upon  demonstration 

of  a valid  test  at  Fort  Bragg. 

b.  The  follow-on  prototype  test  was  conducted  at  Fort  Bragg  and  Fort 
Campbell  during  the  period  26  September  through  2B  October  1977.  Fort 
Campbell  was  selected  as  the  baseline  so  that  operating  results  In  a 
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non-COPPER  environment  could  be  compared  to  those  at  Fort  Bragg.  Results 
of  the  follow-on  test  and  evaluation  were  presented  In  a draft  report 
(TRADOC  Project  No.  FO  096)  dated  February  1978.  The  report  was  prepared 
by  the  COPPER  Evaluation  Team  under  the  direction  of  the  Test  Division, 

US  Army  Administration  Center.  The  Team's  overall  conclusions,  as  stated 
In  the  Executive  Summary,  were  as  follows: 

"Results  of  the  various  subtests  show  that  while  people  can 
make  any  system  work,  the  COPPER  orgenliatlons  are  neither 
as  efficient  nor  as  effective  as  non-COPPER  personnel  and 
finance  organizations.  In  terms  of  the  original  objectives 
specified  for  COPPER,  the  prototype  PPSD's— particularly 
those  staffed  with  m111tary~>have  not  been  a success." 

The  Team  also  concluded  that: 

-Personnel  and  pay  services  to  the  soldier  at  Fort  Bragg  have  been 
degraded  under  COPPER,  not  Improved  as  Intended. 

-The  COPPER  prototype  organizations,  as  currently  configured,  do  not 
save  personnel. 

-The  SIOPERS/JUMPS  Interface  Is  working  and  appears  to  have  potential 
for  continued  development. 

Other  Issues  addressed  In  the  draft  report  include  the  span  of  control 
required  of  management  under  COPPER,  the  number  of  records  with  discre- 
pancies at  both  Installations,  and  the  need  for  equipment  end  facilities. 

The  test  results  were  presented  to  the  COPPER  Merger  Steering  Group  at 
Fort  Bragg  on  7 February  1978.  Except  for  certain  refinements  to  the 
recommendations,  the  test  results  were  accepted  by  the  Merger  Steering 
Group. 

3.  Results  of  Audit. 


a.  Conclusions.  He  concluded  that  the  follow-on  prototype  test  was 
objective  and  thorough  and  the  reported  test  results  reflect  conditions 
encountered  during  the  test.  The  test  plan  generally  was  followed  and 
executed  properly  at  both  Fort  Bragg  and  Fort  Campbell.  We  did  note  that 
certain  transactions  warn  not  being  timed  correctly  during  the  first  week 
of  the  test  at  Fort  Campbell.  This  matter  was  brought  to  the  attention 
of  appropriate  test  personnel  and  required  procedural  changes  were  made 
Imedlately.  The  processing  time  contained  In  the  test  report  excluded 
the  transactions  timed  Incorrectly.  The  test  results  were  reported 
accurately  and  the  conclusions  ware  supported.  Like  the  COPPER  Evaluation 
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Team,  we  too  concluded  that  SIDPERS  and  JUMPS  transactions  were  processed 
In  a more  timely  manner  at  Fort  Campbell  than  at  Fort  Bragg. 

b.  Observations.  Me  do  have  several  observations  on  certain  aspects 
of  the  test  that  were  not  fully  covered  In  the  draft  report.  These 
observations,  which  your  staff  may  wish  to  consider  when  preparing  the 
final  report,  are  suimiarized  below. 

(1)  In  our  prior  audit  report,  we  recommended  that  the  personnel 
and  pay  data  bases  be  reconciled  prior  to  retesting  COPPER.  Compatible 
data  bases  will  Improve  the  efficiency  of  the  SIDPERS/ JUMPS  Interface  and 
reduce  the  JUMPS  reject  rate.  Data  bases  at  Fort  Bragg  had  not  been 
reconciled  fully  prior  to  the  test.  As  of  31  August  1977,  12,318  Individual 
records  had  data  base  differences.  Our  review  showed  that  only  5,877 
records  (48  percent)  had  been  reconciled  as  of  4 October  1977.  To  deter- 
mine the  Impact  of  not  reconciling  the  data  bases,  we  adjusted  the  JUMPS 
reject  rate  for  fiscal  year  1977  at  Fort  Bragg  by  excluding  those  rejects 
that  were  caused  by  differences  In  personnel  and  pay  data  bases.  The 
adjusted  rate  at  Fort  Bragg  was  then  compared  to  the  rate  at  Fort  Campbell. 
This  comparison  showed  a JUMPS  reject  rate  of  3.6  percent  for  Fort  Bragg 

as  opposed  to  a rate  of  1 percent  for  Fort  Campbell.  Although  reconcilia- 
tion of  the  data  bases  at  Fort  Bragg  would  have  reduced  the  JUMPS  reject 
rate,  the  JUMPS  reject  rate  under  the  non-COPPER  environment  was  still 
more  favorable. 

(2)  In  regard  to  unreconciled  SIDPERS/ JUMPS  data  bases,  the  COPPER 
Evaluation  Team  reported  that  the  number  of  records  with  discrepancies 
at  Fort  Campbell  was  higher  per  population  served  than  at  Fort  Bragg. 

We  attributed  this  condition  to  the  requirement  for  periodic  data  base 
reconciliations  under  COPPER.  This  requirement  Is  Important  from  the 
standpoint  of  Increasing  the  efficiency  of  the  SIDPERS/JUMPS  Interface 
feature  of  COPPER.  However,  periodic  reconciliations  of  data  bases  could 
be  expanded.  If  desired,  to  the  non-COPPER  environment  without  having  to 
Implement  COPPER. 

(3)  Our  audit  also  showed  that  not  only  were  JUMPS  and  SIDPERS  trans- 
actions processed  faster  at  Fort  Campbell,  but  rejected  JUMPS  transactions 
at  Fort  Campbell  required  less  additional  processing  time.  Rejected 
SIDPERS  transactions  required  about  the  same  amount  of  time  to  reprocess 
at  both  Installations.  A comparison  of  processing  time  for  rejected 
transactions  by  activity  follows: 
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System/Actlvlty 

Average  Time  Required  To 
Reprocess  Rejected  Transactions 
(In  Days) 

JUMPS: 

Fort  Braoo 

Fort  Campbell 

Installation 

12 

8 

Division 

12 

6 

COSCOM 

11 

na 

Average 

12 

6 

SIDPERS: 

Installation 

Division 

COSCON 

Average 


4 

5 

6 
S 


a/ 

«/ 

na 

6 


^ Installation  and  Division  personnel  functions  were  consolidated  at 
Fort  Campbell  and.  therefore*  only  one  figure  for  SIDPERS  reprocessing 
time  was  applicable. 

4.  General  Comments. 


) a.  The  results  of  our  audit  were  discussed  with  the  Test  Director* 

COPPER  Evaluation  Team  and  members  of  his  staff  at  various  times  through- 
out  the  audit.  In  addition*  we  discussed  our  overall  conclusions  with  the 
Deputy  Test  Director  on  18  January  1978. 

b.  The  conmand  reply  process  prescribed  by  AR  36-5  and  AR  36-6  does 
not  apply  to  this  report.  The  courtesies  and  cooperation  extended  to  the 
auditors  during  the  audit  are  appreciated. 


District  Manager 

CF: 

Comptroller  of  the  Anay 
DCSPER*  DA 

Cdr*  FORSCOM*  ATTN:  AG 
Cdr*  TRAOOC 
Cdr,  NILPERCEN 
Cdr.  USAFAC 
Cdr*  Fort  Bragg 
Cdr.  Fort  Campbell 
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